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d’s new chip-resistant nail polish, “Underwood's Red 


Try Underwox po 
é free! Beauty consultants styled it for secretaries. Brilliant red stays 
oe@rolaruos on and on. Type us a letter on your office stationery, asking for tt: 
§ a Underwood Corporation, Dept. T, One Park Avenue, N. D’., WD’. 


underwood 


THE NEW 


UNDERWOOD 





IS THE TYPEWRITER DESIGNED TO KEEP 
YOUR HANDS LOVELY TO LOOK AT 


Two important improvements make the new 
Underwood 150 the typewriter most wanted 
by the girls who make business hum. Under- 
wood has always been designed with the uses 
in mind, That’s why it’s so good looking and 
has so many extra features to make turning 
out crisp clean work practically automatic. 
Now, look how Underwood and Underwood 
alone helps you keep fingernails and hands 


lovely to look at, lovely to touch! 


Exclusive half-moon keys: Formed 
to fit fingers. Half-moon tops mean 


fingernails never touch the keys. No 





more worry about short unfashion- 
able fingernails, chipped nail polish! Exclu- 
sive touch tuning: Stubborn typewriter keys 
often give girls rough, widened fingertips. Un- 
derwood’s touch is kitten-sott. 28 easy-to-set 
touch variations! You choose touch to suit fin 


gertips, always look tresh from the manicurist! 


Telephone your Underwood man and ask to see the new Underwood 150. Get the 
number from the yellow pages of your phone book. 


UNDERWOOD UNDERWOOD CORPORATION 


ONE PARK 


AVENUE, NEW 


e 


YORK, NEW YORK 




















He's not nervous but he is excited. It's not often 
you'll see a Panama-Beaver man like this BUT .. . in 
this case .. . he is honestly proposing that Panama- 
Beaver Carbon Paper will lighten your typing effort 
by producing much sharper, much more readable 
copies. While he catches his breath may we remind 
you that Panama-Beaver Carbon Paper ends carbon 
smudge and streaking and allows the neatest, 
cleanest erasures you've ever seen. 

You may be starry-eyed over our proposal so just 

pyt out your hand. . . the one with the pencil... 
quickly fill in the coupon below. Our Panama-Beaver 
man will see that you receive FREE PANAMA-BEAVER'S 
outstanding eraser, that helps you ‘‘erase 

without a trace", while he tells the TRUTH 

. about carbon paper. 


— Mail Coupon NOW! ~--=" 


MANIFOLD SUPPLIES CO. 
19 Rector Street, New York 6, N. Y. 
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Coast to Coast Distribution 
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Compony___ 





Street__ 
City 
State 








MAniFoLp Supp.iEs Co. 
19 Rector St. New York 6, N. Y. 





r 
e ond i [: want to leorn the TRUTH about Carbon 
| pe! Paper and at the same time receive my FREE 
PANAMA-BEAVER eraser. 





MERIDIAN EVR-FLAT CARBONS - EYE-SAVER UNIMASTERS - LUSTRA COLORFUL INKED RIBBONS. 
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()* OUR COVER—This wing-collar dress 
by kKoret of California was cleverly 
designed with a business girl’s needs in 
mind. For example, there’s its quick- 
change artistry. The cover-up collar de- 
taches to leave a_ beautifully simple 
sleeveless, V-neck dress that needs only 
the addition of pearls to make it the 
pertect date dress. Another virtue is its 
easy-care ftabric—Sorrento, a nylon and 
cotton combination that requires very lit- 
tle ironing. In mauve, beige, navy, and 
red. Sizes 8 to 18. $17.95. At Gimbel’s, 
New York; Denver Dry Goods, Denver; 


and Macy's, San Francisco. 


Index to 1954-55 Issues of TS 


Ir YOU WOULD LIKE to receive a copy 
of the index to Volume 57 (1954-55) of 
Topay’s SECRETARY, send request—with 
a stamped, self-addressed envelope—to: 

Topay'’s SECRETARY 
330 West 42 Street 
New York 36, New York. 

For the past few years, the Index has 
been printed in the June issue of TS, 
but this year it will be printed separately 
and will be ready for distribution in late 
August. However, your requests for the 
Index should be- forwarded immediately 
so that we can print enough copies. 


You Can Still Enter 
World Contest 


THERE IS STILL TIME to register for 
the 21st International Congress tor Short- 
hand and Typewriting that will be held 
from July 27 through August 5 at Monte 
Carlo, with Prince Rainier III of Monaco 
as patron. The original deadline for en- 
tries (May 31) has been extended, and 
registrations will be accepted for as long 
as possible after that date. 

Contests will be held during the Con- 
gress to determine world championship 
titles in shorthand and typing. Contestants 
will be tested in the language of their 
choice and all makes of typewriters, man- 
ual and electric, will be admitted to the 
contest. (Contestants must bring their 
own typewriters. Perhaps you can make 
an arrangement with your local office- 
supply dealer.) Language differences are 
equalized by judging the contests on the 
number of strokes a minute competitors 
write in typing and the number of sylla- 
bles in shorthand. 








Since Margaret Hamma of the United 


States holds the present typing champion- 

ship (743 strokes a minute), contestants K IG B USINESS WAN TS YO U | 
from the United States are expected to . 
attend to defend the title. 

Fee for membership in the Congress is 
$3 and the entry fee for each contest is 
only $1.50. Although the Congress takes 
place at the height of the tourist season, 
you will find living costs very reasonable. 
When you estimate costs after you receive 
your application blanks, remember that 
one dollar equals 350 francs. 

For your application blank and com- 
plete information about the contest, write 

Monaco Information Center 


The New York TIMES, on May 
15, 1955, revealed want ads for 
no less than 452 stenographers 
and secretaries. Of these, more 
than 36% advertised salaries of 
$75 a week and higher! : 





630 Fifth Avenue. Suite 3362 What does this mean to you? It means that 

New York 20, New York as a stenographer you are first-line material 

Send your entries, along with member- for one of these jobs .... for never before has 
ship and contest fees, to M. André Morard, A the demand for rapid stenographers been so 





7, avenue de la Gare, Monaco (Princi- great as it is today! Experience is sometimes a 


a pality of Monaco ). Product of the factor in getting the better jobs, but there is no 
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conversation says maybe they weren't so Pure Vinylite speed. You WILL progress rapidly with Dicta- 
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i “ng a ge sec ram Her boss tach long play ye contolas sion-timed, planned repetition practice. Your 
Is AUN ns. u ‘e picture ur minutes o ictation 8 ps 
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tions of Topay’s Secretary for next year. 














TODAY'S SECRETARY @ June, 1955 3 








TN 


/.{olouk 


- 


2 


Zen 


Ns wists 


om ee 


¢ 


——e 


¥ 
| 
=: 


Biya) 


‘ 


TAKERS MT 


6 


"pe METS 
{ 


tee 


{s 


— 


~ 


- 3 
_ 


ro 








Wouldn't VOU 


like samples 
of the worlds 


largest selling 
pencil ? 


You'll find 


MIRADO 





Smoother, 
Stronger, 
longer-lasting 
.-the most 
efticient your 
office can use 


« Are you using the right degree of 
lead for each job? Write on your 
letterhead for free samples of 


MIRADO 
No. 1 (Soft) 
No. 2 (Medium Soft) 
No. 2% (True Medium) 
No. 3 (Medium Hard) 
No, 4 (Hard) 


EAGLE PENCIL COMPANY 
Department H-6 

703 East 13th Street 

New York 9, N. Y. 











ESSIE: 


our fre aders 


Mrs. Strony, a number of 
asked 


similar to this one from a perplexed 


have questions 
young woman, 

“What,” she inquires, “is the chief. dif- 
ference between a stenographer and a sec- 
tary? It 
stenographers in our office. They all call 
themselves secretaries!” 

STRONY (secretarial practice): The main 
duties of the stenographer are to take dic- 
tation and to type the material with speed 
and accuracy, as well as to know filing and 
Without 
the hundreds of specific duties, the main 
duties of a secretary are: 

1. To relieve her employer of detail. 


2. To be her employer's right hand—in 


seems to me that we have no 


mailing procedures. going into 


such a way that she is not particularly 
noticed when she is in his office ( because 
everything runs smoothly), but is sadly 
missed by the whole staff when she is not 
there. 

3. To take care of as much of the rou- 
tine material as she possibly can, so that 
her employer's time is free of petty inter- 
ruptions. 

4. To become an expert in public re- 
lations. For instance, the alert secretary 
should call to the attention 
special points of interest in newspapers 
(And, of 


wise to give her employer credit for sug- 


executive's 


and magazines. course, she is 
gestions she has made and that he has 
carried out with some success. ) 

5. To take care of his calendar. 

6. To make appointments and to call 
them to his attention, tactfully, if he for 
gets. 

rf To see callers. 

8. To perform personal errands occa- 
sionally. 

Through studying these various duties, 
you will readily see that the secretary 
must do all that a stenographer does and 
a great deal more. 





e Tessie: Miss Hutchinson, is the first 
word after a colon capitalized, or not? 
One of our readers says she has seen the 
first word following a colon written with 
a capital letter and without. 

HutTcHINsON (business English): Some- 
times the first word after a colon is capi- 
talized, and sometimes it is not, depend- 
ing on the type of sentence. 


Ordinarily, the first word in a list of 
items following a colon is not capitalized 
Special values are offered in mer- 
chandise on the following floors: in 

the basement, housewares; on the 
main floor, handbags and purses; etc. 
When a 
that explains, illustrates, or supplements 
the thought of the sentence immediately 
preceding the colon, the second sentence 


colon introduces a sentence 


is not usually capitalized because the two 
sentences are so closely related in thought. 
And don’t forget one thing: nothing 
can take the place of experience. 
Everything about the design pleases 
me: it is modern, yet not extreme. 
However, if the material that follows 
the colon demands emphasis or if it is 
introduced as a formal rule, then the word 
that capital- 
ized. 
The basic rule in spelling is: If in 


follows the colon may be 


doubt, consult the dictionary. 





e Tessie: Here’s a question for Mr. 
Charles Rader, our guest shorthand ex- 
pert. A teacher asks about the word 


deviation. He wants to know why the deo 
blend is not used in the word, or in similar 
words such as devious. 

Raper (shorthand): We use the blend 
for dev only when the e in the syllable is 
not accented—in the words defeat, defend, 
defy, for example. 

When the e is strongly accented, as it 
is in the words deviate and devious, we 
write it. It has been our experience that 
the natural tendency of a writer taking 
dictation is to insert accented vowels and 
omit unaccented ones. 


@ Tessie: Doctor Lloy d, this secretary 
needs your expert advice. She says, “] 
have an executive Model IBM typewriter 
—the kind with proportional spacing. Its 
beautiful, but I have trouble setting up 4 
table on it. Can you recommend a short 
cut method?” 

Lioyp (typewriting): It is a beautiful 
machine. It is difficult to set up tables 
perfectly on it. There is a satisfactory 
short-cut method that a novice can use: 


1. Determine how much space the table§ 


will occupy by typing (on a piece of scrap 
paper) the longest item in each colum® 
and then tapping the 2-unit space bat 
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Questions on 


Business English 
Secretarial Practice 
Business Law 
E t Bookkeeping 
4 Typewriting 
xper S Business Arithmetic 
Shorthand 


eee en eee 


the right-hand space bar) eight times 
for each between-column blank. Be sure 
to start at zero on the scale. 

2. Find out how much space is left 
for division into margins, by tapping the 
2-unit space bar the rest of the way across 
the paper. Divide the left-overs by 2 to 
determine the width of the left margin. 

3. Set the left margin stop. Type the 
longest item in the first column (still on 
the scrap paper) and tap the 2-unit space 
bar eight times. Set the tab stop for Col- 
umn 2, Continue in this way—typing the 
longest item in each column and spacing 
eight times on the 2-unit bar—until tabs 
are set for each column. 

4. Insert your good paper and type the 
table. 





e@ Tessie: Doctdr Rosenberg, this 
young man has a question for you. He 
says: “Recently, when I paid an account 
with a certain firm, I was given a typed 
receipt. Even the signature of the treas- 
urer was typed. Is it proper to type in the 
name on a receipt? Shouldn't the one issu- 
ing the receipt sign it personally?” 

ROSENBERG (business law): It is im- 
material how the signature is placed on 
a receipt—handwritten or typewritten. 
There is nothing in the law that indicates 
what form a receipt should take. 

The need for proof of payment arises 
only if payment is questioned. In such a 
case, payment must be proved by the per- 
son who asserts it. The jury must be con- 
vinced that payment was made. Under 
such circumstances the validity of even 
a handwritten signature or initials can be 


questioned. 


- GZ 









® Tessie: Mrs. Kline, this reader says, 
‘Td like to work in a large cost depart- 
ment, as my friend does, and I plan to 
learn to operate some office machine that 
Ils sure to be used there. What machine 
is most used in a cost department?” 

Kune (business arithmetic): It is diffi- 
cult to say which office machine would be 
most useful in a cost department. It would 
vary with the type of work. Any calcula- 
tor would be useful. In choosing a calcu- 
lator ( if you have a choice) select one on 
Which division can be done easily. On 
some of them, the division process is more 
complicated than on others. 








SENSATIONAL NEW 
EAGLE-A TYPE-ERASE PAPER 


Typing errors erase without a trace, leaving no smudge 


Fast, easy erasures. Eagle-A’s amazing new Type-Erase paper is the 
talk of typists everywhere! At the touch of an ordinary pencil eraser, 
typing errors “wipe” right off the surface of Type-Erase — leaving no 
mark! An attractive rag content paper, it’s available in bond and onion 
skin weights— in packets or the convenient Eagle-A “Hinge-Top” box. 


Saves time and paper. No more tedious, messy erasures 
...no more letters retyped because of smudge marks. 
With Type-Erase, you can erase an error and retype in 
seconds. And just try to detect the correction! Eagle-A 
Type-Erase paper comes in letter and legal sizes, plain or 
ruled. Ask for it at your stationer’s. 








FAGLE-A |@ BOXED FREE OFFER TO SECRETARIES 
TYPEWRITER PAPERS | “88 TEACHERS 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. TS 


100% RAG EXTRA No. 1: Coupon Bond Send FREE test sheets of Eagle-A Type-Erase 


100% RAG: Agawam Bond; Coupon, Agawam Onion Skins paper and your Letter Placement Guide: 

75% RAG: Contract Bond » 50% RAG: Acceptance Bond NAME.. 

25% RAG: Trojan Bond, Onion Skin and MS. Cover 

SULPHITE: Quality Bond, Onion Skin and Manifold POSITION.......0vcecscseessersessesseeneessenssssenesnsansensenseseses 


SECRETARIES: clip coupon to firm letterhead. 
TEACHERS: clip coupon to school letterhead. 
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That's right—this Vic- 
torian lady, laboriously 
pounding out a letter on 
a side-action Oliver mo- 
chine, never 
EraserStiks. They weren't 
invented in her day. 


But today’s modern Sec- 
retary and Typist is as de- 
voted to her EraserStik as 
she is to her favorite make- 
up. Because she knows 
that this white-polished, 
pencil-shaped, wood-cased 
beauty makes erasing a 
breeze. A quick flick and 
the error has vanished, 
leaving no tell-tale ghosts. 


Save yourself criticism. 
Turn out beautiful letters 
with the help of Eraser- 
Stik. Get a few today. 


“For best performance 


expose rubber point 
about 3/16”. 
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THE CASE OF 


THE STYMIED 
STENOGRAPHER 


URING EMILY’S senior year 

in high school, she had worked 
part time as a stenographer for an 
accounting firm. She loved it! And 
she particularly liked working for 
Mr. Barnes. Mr. Barnes was just 
her type of employer she frequently 
said. He was never ruffled, he was 
always calm. He was very particu- 
lar about every detail; but he gave 
careful, complete instructions. And 
he gave her plenty of time to do the 
neat, accurate job he wanted. She 
had only to follow his directions 
and all went well. 

When Emily had been working 
with the firm for about five months, 
she was asked if she would like to 
stay with them permanently after 
she was graduated from high 
school. This, she thought, was the 
best break anyone could get—she 
liked what she was doing, she liked 
the people, and the salary was good. 


HOWEVER, WHEN EMILY REPORTED 
to the job on a full-time basis, she 
received her first disappointment— 
she was not to work for Mr. Barnes. 
He didn't need a full-time stenog- 
rapher, so they assigned her to a 
man who kept several girls busy—in 
Sales Promotion. Mr. Cannes, the 
man in charge of this department, 
had a reputation for being a human 
dynamo, and he seemed just the op- 
posite of Mr. Barnes. Where Mr. 
Barnes had made all the decisions, 
Mr. Cannes left many things to her. 
She couldn't help but compare 
the two men. Mr. Barnes had been 
slow to make decisions; Mr, Cannes 
was quick—so quick she could not 
keep up with the pace he set. Even 
in his dictation, Mr. Cannes was 
different from Mr. Barnes. Mr. 
Barnes dictated rather evenly and 
deliberately; Mr. Cannes dictated 
in spurts, and very fast. He left 
many things for her to do, too. 
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BY MADELINE S. STRONY 


Emily couldn't seem to adjust to 
her new job. She had been working 
full time for about six months when 
she began to wonder if she should 
go to Personnel to see if she could 
get a transfer. 

About a dozen times a day she 
would ask herself, “Should I quit? 
Will I hurt my employment record 
if I do? Should I see if I can be 
transferred? If I do, will the other 
girls think I'm a sissy?” 


FINALLY EMILY DID GO TO PERSON: 
NEL to ask for a transfer. Naturally, 
Miss Gaines, the counselor, wanted 
to know why. And, frankly, Emil) 
didn’t know how to state her case. 
She liked Mr. Cannes _ personally 
but he kept her so upset. He was 
always rushing, and he seemed to 
want others to do likewise. She ex- 
plained it as best she could. 

Miss Gaines listened to Emily’ 
halting story. Then she said: “Wef 
don’t want you to be unhappy 
Emily. I know Mr. Cannes would 
agree. But -I think you've upset 
yourself unduly about this. 

“You say that you were spoiled 
by working for Mr. Barnes because 
you think and act about the same 
wav he does. You liked his manner 
of dictating and the fact that he 
made all the decisions. That’s al 
very well; but, if you hope to get 
secretary s rating, you must learn t 
handle jobs requiring initiative ant 
judgment, learn to make your ow 
decisions.” 

“TI don't think I’m ready yet to b 
a secretary,” said Emily. “What! 
am concerned about is right now. 

“Well, Emily,” Miss Gaines said 
“it seems to me that you can do on 
of three things... 


(What three choices do you think Mi 
Gaines gave Emily? To compare yo 


ideas with hers, see page 45.) 
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Whether it’s Music Notes or Shorthand Notes 


This Secretary Knows the Score 





























BY 


ROLLIE HOCHSTEIN 


After a date. secretary Virginia Lee joins Finley (Lily Pons’ butler-chaufleur) to meet the star’s train. 
' = J 


HE TRICK in opera singing is to make the most difficult Passages sound 

easy. The trick in being an opera star’s secretary is to simplify your boss’s 
busy and complex life. In the case of Lily Pons, one of the world’s greatest 
sopranos, it is a dark beauty named Virginia Lee who keeps the schedule 
smooth and helps her boss maintain the relaxed state of mind necessary for her 
artistic perfection. 

At rehearsals and performances, at photo sittings and costume fittings, Vir- 
ginia acts as combination companion, adviser, and walking memo pad. Often 
she adds interpreter to her roster of titles because Miss Pons prefers not to 
speak for several hours before and after performances. 

Rehearsal time finds Virginia briskly checking microphone volume, arrang- 
ing for the “baby pink” spotlight her boss favors, delivering Miss Pons’ music 
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and orchestrations to the conductor. All details seen to, 
she takes a seat in the back of the theater to make sure 
that every word Miss Pons sings will reach everyone in 
the audience. 

Before performances, Virginia stands guard at the 
dressing-room door to intercept visitors, telegrams, and 
bouquets so that her boss may await the curtain undis- 
turbed. She helps Miss Pons into her costume, perhaps 
adds a last-minute touch of powder, and calms the 


precurtain jitters that still plague the Queen of Colora- 


tura Sopranos. And it is Virginia who never forgets the 
three lumps of sugar that Miss Pons takes during every 
appearance. 

Throughout the performance, Virginia shuttles from 
the dressing room to her seat in the audience. She is 
in the wings at intermission to repeat her sentinel 
duties and help with costume changes. Afterwards, 
when Pons devotees storm the dressing room, Virginia 
lets a few people in for autographs and handshakes, 
takes the addresses of the rest and later mails them a 
personally signed photograph of her boss. 

“Miss Pons has a staggering schedule of concerts 
and operas and guest appearances,” says Virginia. 
“And every performance is as thrilling as the first I at- 
tended. But they're just part of my job. Back in the 
office, work is somewhat less glamorous; but I love it!” 


“BACK IN THE OFFICE’ is a room in the spacious pent- 
house apartment of Lily Pons and her husband, com- 
poser-conductor Andre Kostelanetz. Virginia's French 
windows open to a terrace that overlooks all Manhat- 
tan. The four telephones on her desk have carried some 
of that fabulous island’s most famous voices. When 
Miss Pons held a costume party with some thirty opera 


stars appearing as their favorite roles, Virginia invited 
each guest personally. She made sure there were no 
costume duplications, arranged the seating, helped 
plan the menu, set up decorations, and, as usual, was 
one of the guests. 

On her many-drawered desk, along with the tele- 
phones and a crowded appointment calendar, are Miss 
Pons’ personal address book and her singing schedule, 
which is worked out to minute details of train time, 
hotel reservations, and exact performance hours. A 
desk file contains cards for each song or role in the 
Pons repertoire. The cards show the time and place 
each number is performed. Virginia declares, “Keep- 
ing those cards up to date is a job in itself. But it does 
prevent the possibility of too-frequent repetition of any 
one selection.” 

On the office shelves are piles of publicity photo- 
graphs and stationery, Miss Pons’ special orchestra- 
tions (arranged for her by such experts as husband 
Kostelanetz and the late Frank La Forge), and bound 
volumes of her concert programs, which Virginia com- 
piles once a year. A cabinet file is devoted to con- 
tracts, correspondence, unbound programs, and mate- 
rial from various advertising agencies that work for 
Miss Pons’ concert management or for sponsors of 
programs on which she appears regularly. 

In Virginia’s desk is such Work in Progress as house- 
hold bills to be checked, schedule changes, and cur- 
rent pages of dictation to be transcribed. Virginia's 
busy typewriter has the four French accent marks nec- 
essary for Miss Pons’ personal correspondence, which 
usually contains a sprinkling of her native French 
phrases. 


“I still can’t get over finding this ideal job, where 





Calling from Chicago, Miss Pons -checks appointments with Virginia. They 
carry out a regular working schedule via telephone when the star is out of town. 
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One of Virginia's many enjoyable duties is timing 


her boss’s new record albums for radio broadcasts. 


Here she plays the famed soprano’s latest album, Lucia. 











Virginia’s own background in music is a great ‘asset 
in her work. Here she is seen discussing a passage in 
a score with the star. 





While Virginia's schedule may keep her busy at the 
typewriter, it is just as likely to take her shopping 
for Miss Pons at Bonwit Teller’s. 
















































“The costumes are so much fun,” says Virginia, as she 


shows a reporter Miss Pons’ gown from the first act of 
Rigoletto. For each costume, Virginia keeps records that 
include every item—from stockings to fan. 


my background in French and music really count in 
almost everything I do,” Virginia marvels. “But I think 
that, if a girl patiently works toward a goal, she'll 
eventually get the position she’s best equipped for. 
With me, it took a lot of patience and then one won- 
derful bit of luck.” 

Virginia had given up studying music and had 
landed a job in an employment agency she had gone 
to for placement counsel. She remained there as an in- 
terviewer and, in two years, learned “an awful lot I 
hadn't known about business etiquette.” First-hand 
experience with the job market taught her that typing 
and stenography were “the best way for a girl to start 
a career.” She enrolled in a business schoo] to study 
those subjects at night. 

Virginia had worked her typing up to 65 wam and 
her shorthand to 125, when Lily Pons’ business man- 
ager called the employment agency in search of a sec- 
retary for the artist. Everyone there knew that Vir- 
ginia loved music above all, and it was unanimously 
agreed that she be sent out on this job interview. When 
Miss Pons discovered that Miss Lee was not only adept 
at typing and shorthand but was also no slouch in 
French or music (and a most attractive young lady at 
that! ), Virginia was hired on the spot. 


SOMETHING OF A PERFECTIONIST HERSELF, Virginia en- 
joys working for a woman who combines complete fem- 
ininity with intelligence and warmth and a crisp way 
of “getting things done.” Miss Pons, who is extremely 
serious about her career and her pet charities, has 


always been happy to delegate (Continued on page 46) 
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BY G. ALISON RAYMOND 


You Can Afford 


A Cross-Country 


Vacation ! 


Start planning now for a wonderful 


trip next summer 


ELEN CLOSED the photograph album and 

sighed enviously. “I wish I could afford to travel 
cn my vacations the way you do,” she said. “I’ve always 
wanted to, but every year all 1 can seem to do is go 
back to the same old place at the shore.” 

Anue, who traveled to exciting places every sum- 
mer, actually did not earn as much as Helen. The 
difference was, she planned and saved and was always 
working towards her next trip. Travel meant more to 
her than an extensive wardrobe or a fifteen-cent cup 
of coffee every morning. 

How about you? Was your last vacation exciting? 
Was it the most possible fun? Did you see new places 
and people, or did you go back to the same resort 
where you have been going since you were a child? 
If last summer's holiday seemed to you somewhat dull 
and “lack-lustre.” now is the time to start thinking 
about vacation plans for next summer. 


How would you like to see this whole lovely land 
ot ours trom coast to coast? 

“Don't be ridiculous,” I can hear you say. “How 
could I possibly afford a trip like that?” 

It is not so ridiculous as you might think. Anyone 
who can save $5 a week or more can travel from 
California to New York and back, or vice versa. Let 
me tell you how I did it. 


I WAS VERY ENTHUSIASTIC about seeing the West and 
convinced a friend to make the trip with me. Together 
we sent for Chamber of Commerce leaflets from 
Colorado, California, New Mexico, and most of the 
western states. We pored over them, and gradually 
planned our trip. We went from Philadelphia back to 
Philadelphia, via Memphis, Amarillo, Santa Fe, the 
Grand Canyon, and San Diego (with a side jaunt into 
Mexico ), and on up to San Francisco. We came home 


Scenes from a dream vacation come true 





The quaint cable cars in historic San Francisco 


Lake McDonald in Montana’s Glacier National Park 
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on the glass-topped train through the magnificent 
gorges of the Reckies, via Denver and Chicago. 

Let us suppose that next year you will have a two 
weeks’ holiday. If you can, plan to take an additional 
week without pay. Fifty-two weeks a year, less these 
three weeks, makes forty-nine working weeks. If 
you put $5 aside each week for your holiday, in forty- 
nine weeks you have $245. That will pay for a round- 
trip ticket, allowing for Pullman accommodations for 
night traveling. 

Now you need another $150 to cover meals, tips, 
hotels, and the little presents everyone wants to bring 
home. In a year, you can easily earn and save that 
amount over and above your salary. Every time you 
almost buy something that you don’t really need, every 
time you stay home from the movies, or refrain from 
dessert at lunch, run to your piggy bank and put in the 
exact amount you have saved by that restraint. You 
will be amazed at how quickly your travel fund will 
accumulate. You can probably save $75 a year that way 
and hardly notice it—if you are honest with yourself. 


You ARE STILL sHoRT $75. On our 49-working-week 
basis, that is less than $2 a week. There are many 
ways to earn that amount. Working a few Saturdays 
during the Christmas rush would do it. Some girls 
would rather baby-sit occasionally; others could write 
a few articles, or do typing in the evenings. Classified 
ads in your local paper may help you to discover fill- 
in jobs. Perhaps the Public Library needs an extra 
assistant just on Saturday afternoons. If you are really 
intent on a richly rewarding vacation, you can pick 
up an extra $75 or $100 during the year without diffi- 
culty. But save it; put it aside in a specific account. 
Don't let it slide through your fingers! That is the secret 
of being able to travel despite a small income. 

Bear in mind that for two weeks of the holiday, you 
will have your regular salary. However, it is well to 
consider this money an emergency or leeway fund 
and not to plan on using it. 





The old French Quarter of New Orleans 


Don't think you need to buy a great many clothes. 
You will carry your own bag most of the time and 
want it light. (Every piece of baggage costs 25 cents 
each time a porter carries it.) The suit you already 
have and the best of last year’s clothes will look fine. 
When you are on the move, you use very little. In 
addition to a suit, take two or three nylon blouses, 
one silk dress, a bathing suit, a set of shorts that you 
can wear with your blouses, a sweater, and a folding 
raincoat. That is ALL. Any additional clothes will 
simply get mussed in the bottom of your suitcase and 
be mere added weight. 


SUPPOSE YOU HAVE NOW COLLECTED THE $400 we esti- 
mate you need, and you are off. There are many ways 
along the line to keep your expenses down. Whenever 
you plan a trip, cross-country or otherwise, go to a 
travel agent for help. His service costs you nothing, 
as he is reimbursed by the railroad lines and hotels. 
He will help you with short cuts and special rates you 
could never arrange for yourself. Moreover, timetables 
from one railroad line to another can be desperately 
confusing. As you cross the country, you keep adding 
or losing hours, so you can see that the average person 
is in for trouble without experienced help. Our agent 
was able to buy our tickets so that for much of the trip 
we traveled by coach during the day, and Pullman 
only at night. That saved us a considerable amount. 

Another way to make major cuts in your cost with- 
out cutting either your pleasure or your experience, 
is by having as few meals as possible on the train. 
Any time you are breaking your journey at a stop-over, 
wait, if you can, to eat “ashore,” even if it means you 
eat a bit late. You can get two meals “ashore” for the 
price of one on the train. Another tip—find out from 
the conductor at which stations you can buy sand- 
wiches and fruit. 

Often, when people have only two or three hours in 
a city, they take a taxi to see the sights. The ordinary, 
everyday kind of bus can take (Continued on page 50) 





Cherry blossom season in Washington, D. C. 
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STAPLE STOPPERS sy acces eavisos 


IKE MOST MANUFACTURERS of office equip- 
L ment, the people who make stapling machines and 
stapling accessories stay awake nights thinking up new 
ways to please secretaries (you're terrifically influen- 
tial!) and make your stapling jobs easier. For instance, 
did you know that— 


Many desk-top staplers are now available in gay colors. 
Color is useful for departmental identification, to over- 
come the problem of the “straying” stapler. Colorful desk 
accessories are also easier to locate on a busy desk. 


Some staplers now have storage pockets in the machine 
for extra staples; handy for secretaries who take work 
home and for a boss who travels. 


Many staplers do more than one job. Most manufactur- 
ers offer a machine that will pin and tack as well as 
staple. The pinned staple is as easily removed as a straight 
pin, a great convenience when papers are to be kept to- 
gether only temporarily. The tacker tacks notices on 
bulletin boards, pins papers to drawing boards, etc. 


There are staplers that make their own staples from 
wire. These may be operated approximately five thousand 
times without refilling. There’s even a paper fastener that 
requires no clips or wire, never needs refilling. 


There are plier-type staplers that fit the hand and are 
particularly good when you file. These operate with a 
single hand motion; need no shelf for operation; fit in a 
pocket. Some desk-top staplers are small enough to be 
used as plier-type staplers, and some come apart to form 
a plier-type stapler. 


There are desk-top staplers set in special power frames 
(for heavy duty work) that will staple together 100 or 
more sheets of paper with. only the slightest pressure. 
These are a boon to secretaries who have to staple thick 
briefs or medical case histories, or any secretary or book- 
keeper who must staple unusually thick sheafs of paper. 


There are desk-top staplers with special saddle bases for 
stapling booklets and pamphlets, almost a necessity for 
offices that make up and send out their own mailing 
pieces. 


There are electric staplers that require no exertion at 
all. You just feed the machine the material to be stapled. 
Electrics cost more than most hand-operated machines, 
but they can make life far easier for anyone who does a 
great deal of stapling. 


There are staple removers available, too, that save time, 
temper, papers, and fingernails. 


You can probably get any of the staplers shown here 
(and many not shown) through your local stationer 
or office supplier. If not, write directly to the manufac- 
turer for the name of your nearest dealer. 

Most manufacturers will send literature concerning 
their staplers, or advise you if you have an unusual 
stapling problem. Many of the manufacturers listed 
here (and it is, of necessity, a partial list) offer a com- 
plete line of staplers—many different designs and styles 
for every stapling purpose. However, Staplex concen- 
trates on automatic electric staplers only, and Lansdale 
offers only clipless paper fasteners in this field. 
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1. The Mosda Clipless Paper Fastener 
by Lansdale attaches all types of paper se- 
curely and neatly by a mechanical operation 
that cuts and folds a tiny bit of the paper. 
This method adds no weight to papers being 
mailed. Naturally, it needs no refilling and 
is always ready for work: creates no addi- 


tional operating cost. 


2. “Buddy” Staplers by Wilson Jones are 
now available in red, green, yellow, and 24- 
karat gold-plate in addition to the familiar 
gun-metal model. Works as a_ fastener, 
tacker, and hand plier. Despite its small 
size, scarcely half a handful, it is said to 
staple as many as 32 sheets of bond paper 


without jamming or clogging. 


3. Bostitch B8R Stapler has its own built- 
in staple remover firmly attached to the ma- 
chine so it cannot be misplaced. Base of 
stapler snaps off, so you have a hand fasten- 
er that fits easily into palm of hand. Stapler 
arm swings back to form tacker, as well as 
stapler. Bostitch also offers a new small 
desk-top saddle stapler, the Bostitch B8S 
Saddle Stapler, handy for stapling booklets, 
dummies, folders, programs, etc.—up to 128 


pages of medium-weight paper. 


4. Markwell’s “SX” De Luxe Pacemak- 
er has a small hole in its base so that it can 
be hung on the wall out of the way when 
not in use. Machine staples, pins, and tacks, 
and has a compartment in the base that 
holds two extra clips of staples. Staples 20 
to 25 sheets of paper. Markwell also makes 
the “SX” Sta-Plyer, which pins as well as 
staples, said to be a feature not normally 
found in plier-type staplers. 


5. Arrew Plier-Type Hand Stapler 
reaches into hard-to-get-at places. Fits con- 
tours of hand for tireless stapling from any 
position or angle. It’s simple to load and has 
patented nonclogging mechanism. Important 
feature of machine is that it ejects a staple 
that lays flatter than most, takes less space 


in file, prevents tearing of other papers. 


6. Ace Staple Remover No. 600 removes 
staples quickly, neatly, and easily with only 
a slight pressure of fingers. This saves finger- 
nails, prevents damage to papers. Very in- 
expensive. Ace also makes the good-looking, 
streamlined Aceliner No. 502 stapler in 


colors—red, green, brown, and black. 


7. Bates Model-C Stapler makes its own 
staples from a continuous roll of rust-proof 





Bostitch, H esterly, Rhode Island. 


Island City 1, New York. 





Chicago 6. 


FOR LITERATURE WRITE: 
Ace Fastener Corp., 3415 V. Ashland Ave., Chicago 13. 


Arrow Fastener Co., Inc., One Junius St.. Brooklyn 12. New York. 
Bates Manufacturing Company ( Mercury Staplers), 30 Vesey St.. New York 7. 


Lansdale Products Corporation (Mosda), Box 568. Lansdale, Pa. 
Markwell Manufacturing Co., Inc., 200 Hudson St.. New York 13. 
Speed Products Company, Inc. (Swingline), 32-0] Queens Boulevard, Long 


Staplex Company, 777 Fifth Avenue, Brooklyn 32, New York. 
Wilson Jones Company (“Buddy” staplers, Tatum line), 209 So. Jefferson St., 
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brass wire. One loading is sufficient for ap- 
proximately 5,000 staples. Machine loads 
easily and will not jam or clog because it’s 
impossible to make two staples at once. 
Bates’ automatic electric stapler makes its 


own staples too. 


8. Swingline No. 4-12 long-reach stapler, 
by Speed Products, has 12-inch throat 
depth, is handy for stapling material in 
scrapbooks and for any stapling job requir- 
ing a long reach. Machine has special arms 
designed to eliminate vibration or “bounce.” 
Three holes in base permit bolting to table 
Loads 210 staples. Swingline also offers 
smart new desk-top staplers in Jeweltone 
decorator colors: jade, topaz, garnet, and 
pearl. 


9. Staplex Automatic Electric Stapler is 
handy for the office that does a lot of sta- 
pling. Just feed papers to this stapler, it does 
the work! It has no timing cycle nor set 
speed, you work as fast or as slowly as you 
wish. Adjustable stapling position, up to 
4’ inches. Uses standard staples, loads 
quickly, easily. No motor to maintain, no 
hand or foot controls—operates on exclusive 


contact control when work is inserted. 
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1. “Room for one more?” Joan joins the early morning party as Betty and 


Elsie work out a space-conservation plan. To prevent creasing, their dresses are 


spread out between layers of tissue paper on the back seat. 


Pack Your 


Week knds 
With 


un! 


YUMMERTIME, and the week ends are sunny! And, 
S since a two-weeks-with-pay vacation comes but 
once a year, why not spice the rest of the summer with 
inexpensive week-end jaunts? 

Take a tip from these three secretaries, who had a 
rewarding two-day trip this spring with a minimum of 
clothes, fuss, and financial outlay. Sun? Fun? Just 
look at the photographs to see what a terrific time they 
had! A shun-piking trip that avoids main roads and ex- 
plores the by-ways not too far from home is one way 
to do it. Another is a trek to a nearby lake or seashore 
resort area where low-priced motel accommodations 
are easy to find. Buses or even bicycles are budgetwise 
transport. Our lucky secretaries used the new auto that 
one of the girls had bought recently. They chose a 
state park and adjacent historic military site as their 
destination. 

Embarking early Saturday morning, they took along 
a cook-out lunch for the first day, “encamped” at a 
moderate-priced hotel, where they had Saturday night 








2. “Let a girl have a look!” There's plenty of 
time to survey the scenery en route. Each girl wears 
a colorful sports outfit for driving comfort and for 
catching plenty of sun whenever a park-and-explore 
mood hits them. 





gs 
aes. - | 





3. “Snap job.” Comes high noon and big appetites, 
they roast hot dogs at a public picnic ground. In- 
stead of other sandwiches, the trio pac ked a variety 
of tasty salads in waxboard Vapocans. A Thermos 
of still-cold lemonade rounds out a lunch that’s 
hlling., nonfattening, and low cost. 


BY ROLAINE ABRAHAMS 


dinner. Sunday brunch was the time for drugstore 
economy, but they splurged a bit en route home with 
a full-fledged restaurant dinner. Cost of gasoline for 
the 55-mile round trip was minimal, for their  six- 
cylinder Plymouth consumes less gas than a larger car. 

The girls “economized” on clothing, too. Two outfits 
apiece kept them appropriately dressed both days. 
Saturday night's crease-resistant dresses became Sun- 
day dresses with the addition of a bolero jacket or a 
change of accessories that made them suitable for 
church. Small overnight bags carried everything else 
they needed. Even their inexpensive outdoor grill 
traveled like a suitcase. 

Entertainment cost nothing. One secretary brought 
along her brother’s basketball. another a word game. 
Much of their venture was sight-seeing among historic 
monuments in the vicinity. All told, the week-end vaca- 
tion cost each girl under ten dollars. 

Why not follow their example and make the most of 
summer, all summer long! 


18 TODAY'S SECRETARY e@ June, 1955 








tes, 


ety 


nos 


































nN 
5. “Line forms to the right!” In a modestly-priced room at Hotel 
Thayer in West Point, New York, the tourists dress for dinner. Elsie’s 
lavender preparations proved so popular that all three girls ended up 
wearing the same spicy fragrance. 


4. “Three up!” Their basketball comes up for play 
when the girls, explorer-style, discover a court neat 
the picnic grounds. Their action-cut sports outfits take 
to the court with the greatest of ease. 





6. “West Point has so many attractions!” Dressed for 
the evening, they take a predinner stroll about the grounds 


of West Point Military Academy, where statuary, architec- 
ture, and landscape afford a sight-seer’s paradise 


8. “*This one’s for my boss!” After church and more sight-seeing on 
Sunday, the girls set out for a slow trip home. Here they browse at 
a souvenir shop. They arrived home reasonably early, ready for a good 
night's sleep and wide-awake efficiency on Monday. 


7. “What good is a q without a u!” Taking ad- 
vantage of after-dinner daylight, the girls have a hilar- 
ious game of Scrabble on the hotel's terrace. Kibitzing 
is an old school friend of Betty's, who introduced the 


girls to two more cadets, and they rounded out the mye 
evening with jukebox dancing in the hotel. 




















Holding Down the kront Desk 


BY MARION NOYES 


HERE among Help Wanted ads will you find 
such attractive inducements as these? 

. and learn dictaphone free.” 

. in personnel office. Learn testing.” 

. to learn copywriting.” 

. with instruction on comptometer.” 

. brush up on typing.” 


_will train for reservations. Free vacation travel.” 


These phrases were lifted from a Wednesday news- 
paper—not even the Sunday edition, where the real 
job plums traditionally appear—and they were all in 
the section under R—for Receptionist. 

Employers are well aware of the importance of that 
front desk. In filling receptionist positions, they want 
to attract those best qualified and also those who may 


be potential material for company training programs. 
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Have you ever considered the possibilities offered 
to a receptionist? You might do so because you like 
people and want to learn how to handle all types, in- 
cluding yourself. You may be a beginner who wants 
some experience in business before you start your sec- 
retarial career. Perhaps you're still developing your 
secretarial skills or wish to learn specialized short- 
hand, such as medical, legal, or scientific terminology 
while you are working in such an environment. Or you 
may have your heart set on working for a particular 
company and want to be on the spot when the right 
opportunity appears. 

You might look under R of Help Wanted for a job 
that will keep you alert without heavy responsibilities 
because you're planning to take evening classes. Or 
perhaps a receptionist job may be your choice be- 
cause you want to try getting your feet wet in a field 
to determine whether it’s the one for you. 

The front desk is usually right beside the door 
of opportunity. It's the easiest way to enter a special- 
ized field without having had extra training. Glance 
at your newspaper. Are you reminded of the jingle, 
“Doctor, lawyer, merchant, chief?” They're all there, 
and also: 

Receptionist for Advertising Executive 
ev eerrt ty Fashion Designer 
(ec eeeu dewey Importer-Exporter 


sO 6 wh. 9) wefab tects Photographer 

bende eee Publisher 

‘tee aioaacat leg eg Radio-TV Director 

+ dc dhua esi cltdte pain Theatrical Producer 
er eee Wholesale Manufacturer 


Would you qualify or, specifically, how could you 
become the successful applicant? Before anyone is 
interviewed, elimination and selection begin on the 
basis of personal grooming. The only girls who get 
serious consideration are those whose make-up and 
clothes are in gocd taste. The appearance of the re- 
ceptionist is an important factor in a visitor's first im- 
pression of the company—and this first impression 
should be favorable. 

Personnel managers agree on the first point of evalu- 
ation: a friendly manner. They look for a smile, sin- 
cere and not sugary. During the interview they will 
watch for warmth of personality. They want someone 
who handles herself with a natural poise that shows 
how she will handle others. 

The next rating concerns the way you speak. A 
pleasant voice, good diction, and correct grammar 
are essentials. 

As the determining factor, your interviewer will 
test your judgment. He may steer the conversation to 
topics that seem unrelated to your purpose or may 
even pose hypothetical situations for you to solve. 


What salary range can you expect? Generally, re- 
ceptionists are paid less than secretaries, but the 
difference is not so much as it was a few years ago. 
In top-paying cities, a high school graduate without 
experience may start at about forty-five dollars a 
week. If she has a year or two of education beyond 
high school and has social grace, she may be offered 
fifty or fifty-five. An experienced receptionist may 
eventually receive up to ninety or more dollars weekly. 
These can only be approximate figures. Salaries differ 
widely. In a small town, where the cost of living is 
less, the pay envelope will be correspondingly smaller. 
On the other hand, you may be offered more because 
the employer believes your specific qualifications are 
exactly those he wants. 


Is it just a Sit-and-Smile Job? No indeed. Most 
receptionists perform various duties in addition to 
receiving visitors. In small offices, the receptionist 
often handles the switchboard. In others, she may 
open mail, type form letters, do light bookkeeping, 
or perhaps be a combination receptionist-stenographer. 
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Sometimes a receptionist who has earned the respect 
of the boss functions as office manager. 

Like anything else, you get out of a receptionist job 
just what you put into it. The enthusiasm you give to 
keeping the front desk a pleasant place and the cheer- 
fulness with which you handle extra chores, assigned 
or volunteered, are reflected in your salary check and 
often in a rewarding promotion. 


What are some of the techniques? A_ successful 
receptionist would advise you to be well informed 
about your firm. Be quick with the answers, accurate 
in directing callers to the right office (which won't 
necessarily be that of the president for whom they 
have asked). “Mr. Junior Executive will be better 
able to help you because that is his department,” 
isn't a refusal—it is really satisfying assistance. 


TODAY'S SECRETARY @ June, 1955 91 





A flair for names is helpful. It is complimentary to 
be able to look up and say, “How do you do, Mr. 
Midas.” 

Ask to be notified of all scheduled appointments. 
If your office hasn’t such a system, your suggestion 
will impress the boss with your efficiency. Then, 
when Miss Lily White arrives, you welcome her with, 
“Oh, ves, Miss White, Mr. Jones is expecting you.” 

Your problems will be determined by one of two 
situations. You will either announce the caller to 
a staff member or to his secretary. If the latter, you 
usually need only ask for the visitor's name and firm 
and call the secretary. If the secretary prefers more 
information, or if you are to announce visitors directly, 
vour job will be more fun. You will be playing a game 
in which tact is the secret password. 

You are the link between outsiders and insiders, and 
tact must extend in both directions. Youll use it to ob- 
tain the visitor's name and firm and the reason for his 
unscheduled call. Then you'll use it again to learn from 
the staff who may be announced, when, and how. 

The boss may say, “I'll see anyone at any time.” But 
the man who's proud of an open-door policy may 
hate interruption when writing his monthly report. 
Rather than risk annoyance, better develop skills in 
obtaining full information about the visit and in leav- 
ing the boss an out. 

“Is Mr. Jones in?” will be the usual query. You'll 
agree to find out and will ask the caller, “May I have 
your name?” . 

Follow through with, “Is he expecting you, Mr. 
Firmness?” If the reply is negative, continue, “Do 
you mind telling me what this is in reference to?” 

If Mr. Firmness is evasive or isn't telling a mere 
receptionist, you may explain quietly that you cannot 
disturb Mr. Jones without information or suggest 
someone less important who is “free right now.” 

Not all visitors are difficult. You will meet Mr. Blue 








Stocking, III, who wants you to read his calling card; 
Mr. Nathaniel Nervous, who needs patience before 
he can explain his visits; Mrs. Lovely Lady, who makes 
life easier for you; and Chuck Clown, who wants you 
to laugh. 

When you announce a caller by phone, leave your 
boss a loophole. Even though he himself answers, do 
not address him directly. “Miss Dorothy Difficult is 
here to see Mr. Jones about her application,” allows 
vou to tell her that Mr. Jones is occupied or unavail- 
able. And it allows your boss freedom of action in 
case he hasn't the time to see the visitors. 


How about Etiquette? Should you rise for a dis- 
tinguished visitor or an older woman? Generally no, 
because of the awkwardness of popping up and then 
down again as you reach for the phone. An extremely 
noted visitor, such as the President of the United 
States, will, of course, be expected and you will have 
been notified in advance. You can then avoid the pop- 
up by already being on your feet. 

As hostess, you greet your companys guests with 
appropriate manners. Sitting in a slouch can appear 
insolent. If other duties tempt you to show vour im- 
patience when interrupted, remember you were pri- 
marily hired as receptionist. 

Keep your room attractive, with neatly stacked 
magazines, perhaps a plant, and a sufficient supply of 
ashtrays, which are always emptied after tense visi- 
tors have left. 

Your desk, the focal point, should never be cluttered. 
But it should always be “covered”—never without 
someone in attendance or a means of attention for 
callers. If you must frequently leave the desk, ask 
whether a bell for visitors may be left on the desk as 
minimum coverage. 

Some callers will want to chat while waiting. Others 
will wish to be left alone. When you hope to be ex- 
cused by a talkative character, trv offering your news- 
paper. If this doesn’t work, make the best of the situa- 
tion and keep him happy. 

A top receptionist who has four young girl pages 
to help her man the front desk for the executive suite 
of one large company, recently confided that she had 
another kind of problem—time on her hands. Most of 
her visitors, being scheduled, were ushered inside im- 
mediately. Without affecting the dignity of her office, 
she has found the answer—to the delight of the four 
girls. During intervals between expected arrivals, this 
receptionist, further proving her resourcefulness and 
genuine interest in people, teaches and drills the 
girls in shorthand. It’s easy to understand why such a 
receptionist is successful and why that front desk is a 
pleasant one. 
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‘ AIL, what's the matter?” Ruth rushed to the desk 

as Gail turned pale and sank back in her chair. 

The memo she had been reading slipped from her 
hand and fluttered to the floor. 

“Are you sick, Gail? What’s the trouble?” 

“[ just feel weak all over,” Gail replied. “Take a look 
at that memo, will you? Maybe I’m dreaming.” 

Ruth retrieved the memo. It was from Geoffry L. 
himself! Well, well. Gail’s suggestion for a new inter- 
office filing system sounded excellent. If it was ac- 
cepted, she would win the $200 award, the highest 
cash award given for company suggestions. 

Ruth was delighted. “Gail, this is marvelous! Come 
on, buck up. Your idea is going to win the award.” 

“But read the last part,” Gail replied limply. 

“It just says that they want you to explain it in 
detail at the district managers’ meeting on Wednesday. 
If the managers approve, then you're in.” 

Gail changed from limpness to action. She jumped 
up. “Ruth, I can’t! I can’t get up in front of all those 
office managers and explain anything. I couldn’t even 
tell them my name, I'd be so scared!” 

Have you, like Gail, ever felt frightened at the 
prospect of having to talk before a group? Most of 
us go through life doing everyday routine things. We 
aren't accustomed to being the center of attention. 
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BY JOHN P. WHITCOMB 


When we suddenly find the spotlight turned on us, we 
become unsure and slightly (or greatly) flustered. 

This, of course, is a perfectly natural reaction, The 
question is, what do you do about it? People who 
are good speakers will tell you that talking before a 
group is easy. A fear of audiences is an acquired fear— 
you werent born with it. To get rid of this fear, you 
just have to become conditioned to it. After speaking 
in front of people a few times, you grow used to it, 
somewhat the way a child becomes used to the dark. 
After a while you don’t even think about being afraid. 

This conditioning is profitable for anybody who 
knows he will be called on frequently to address audi- 
ences. He can take comfort in the fact that there have 
been relatively few fatalities from stage fright. If he 
lives through the first experience, the next one is 
bound to be easier and better. 

But, for people like Gail, this is not much help. She 
doesn’t expect to do this sort of thing again—at least 
not in the near future. Neither does the June graduate 
or the club chairman who has to “say a few words.” 
Even just walking across the stage to receive a diploma 
or an honor can be an ordeal. 

Fortunately for Gail, her boss found out about her 
predicament and went out of his way to help and en- 


(Continued on page 48) 
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A cool sheath dress with figure-flattering 
details is a happy plus for any girl's 

office or vacation wardrobe—especially when, 
as in this Helen Whiting version, it’s 

made of Shagbark, a wiltless, no-iron cotton. 
Designed to give the illusion of an 
inches-less waistline, the dress has button- 
trimmed bands and hip pockets to set 

off the fitted mid-section. In powder blue, 
pink, beige, maize, aqua. Sizes 7 to 15. 
$12.98. At Russek’s, New York; 

B. F. Dewees, Inc., Philadelphia; Marshall 
Field's, Chicago; Boston Store, Milwaukee; 


and Bullock's, Los Angeles. 
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Wear your own air conditioning—-Kay 
Windsor suggests this pert corded sheer 
cotton with tucked bodice and gay 
stripes. In red, blue, or black on 

white. Sizes 10 to 20. $10.98. 

At Russek’s. New York: Woodward & 
Lothrop, Washington; William Taylor, 
Cleveland; May Company. Los Angeles. 

















WHO CARES 


Yow ll still look cool, calm, and 
ready to collect compliments 


in these crisp summertime outfits 





Ship ’n Shore designs a blouse that 

is trim and businesslike for the office 

yet ready for fun at playtime. Key- 

hole collar can be worn open to show off 
interesting twin-tab effect. Made of 
fine-yarn Egyptian cotton in wide 
assortment of colors. Sizes 30 to 38. 
$2.98. At Saks-34th. New York; Carson 
Pirie Scott. Chicago; Dayton Company, 
Minneapolis; Emporium, San Francisco. 
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Simple understatement is used by Natlynn in styling this cool 
date dress. Fitted bodice is underscored with eyelet 
embroidery. and skirt bursts into graceful gored fullness. 
Made of cotton Silka-Rib in pink, powder blue, champagne. 
Sizes 5 to 15. $19.95. At Lit Brothers. Philadelphia: 
Davison-Paxon, Atlanta; Pearline’s, St. Louis; Sield’s, Tulsa. 


Gay striped playshoes by Gustave liven up your casual 
life. Completely washable, they are made of 

Lastex fabric on a compressed foam-rubber sole. 

In full sizes 4 through 9—solid colors as well as 

stripes. $4.98. At Saks Fifth Avenue, New York; 
Marshall Field’s, Chicago; J. W. Robinson, Los Angeles. 





Perfect tennis partners are these Blue Bell 
separates, Strawberry-printed blouse teams equally 
well with skirts. Red strawberries are scattered 
among pale checks of blue. yellow, or pink 

on white background. Sizes 30 to 40. Shorts of 

cool cotton poplin come in blue, rose, aqua, 

royal. black. charccal: sizes 10 to 20. Both 

$2 each at Rich's, Atlanta. and Strawbrid 
& Clothier, Philadelphia. 
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HEADLINES IN HAIRLINES 








Designed especially to solve hair growing pains. this coiffure 
by the Tarayans features front hair waved high off the fore- 
head and breaking into a deep casual dip. A band holds awk- 
ward stray ends in place and looks very pretty with softly 
turned-under side curls. Back hair is fluffed up and out to 
compensate for too-short length. 


EMININITY has come to the fore in the new hair 

styles that are being featured this season. Top 
hair stylists are suggesting that your hair be allowed 
to grow a bit longer for a change. The new coif- 
fures feature softly waved hair that is, above all, 
neatly casual. Curls are out; the carefully contrived 
stay-out-of-a-breeze hairdos, the fringy forehead, or 
the bushy mane have no part in the longer, softly 
waved styles that are becoming the choice of many 
chic career girls. 


On these pages is a round-up of new hairdos created 


With the new long look in mind, James Caesar has designed 
this sleek coiffure for hair that measures just one inch above 
the collar line. Front hair waves deeply at the temples. Side 
hair is swirled back and up into loose curls to create a soft. 
glamorous hair style. 





Charles of the Ritz blends dramatic sleekness with feminine 
fullness in this new hair style. There is no part, and an in- 
teresting profile effect is created by swirling the hair back 
from the face to one side and ending in feminine fullness at 
the other. Soft curls take care of shorter hair on the swept- 
back side and soften the effect. 
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BY HELEN WHITCOMB 


— THE LONGER LOOK 


by some of New York's leading hair stylists and by the 
National Hairdressers and Cosmetologists Association. 
These styles flatter growing-out short coifs and give a 
look of length without undue fullness. 

To keep these new hair styles neat, it is almost 
essential—if you aren't one of the lucky few with 
naturally curly locks—to bolster your coif with a soft 
permanent. And on damp or wilting days, try one 
of the new spray hair products that will invisibly 
strengthen your set so that your waves can_ better 
withstand the ravages of humidity. 


For “in-between” length hair, the National Hairdressers and 
Cosmetologists Association suggests a fluff of high casual 
waves above the forehead. Back hair is worn sleek and smooth. 
with just a suggestion of wave flaring at the neckline—an 
easy-to-care-for stvle for busy summer days. 





This softly waved coiffure by Lilly Daché is designed to flatter 
the new hat styles. It. too, features hair length that is just 
slightly above the collar line. Front hair is brushed into a 
pointed lock at the forehead. and side hair is swept back softly 
in graceful waves and allowed to break into loose, casual 
curls behind the ears. 
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Michael of the Waldorf suggests a modified page-boy treat- 
ment. In this version, top waves are cut in a terrace formation 
so that they fall freely at the temple, adding underswept 
charm to the tailored mood of the turned-under sides and 
back. Michael also features this hair style with a few flowers 
tucked just above one ear. 








Lengthen the Life 
of Your Girdle 


F YOU'RE ONE of the many women who complain 

that girdles don’t seem to last long enough, you 
may not be babying yours sufficiently. Kind care 
and frequent sudsings will add months to its life. 
The makers of Gossard foundations point out that 
dirt, oils, and perspiration soon cause elastic to dis- 
color, lose its shape, and deteriorate. They recom- 
mend washing girdles after every two wearings. Sun- 
tan lotion is particularly destructive, and you'll be 
wise to take special care this summer to wash off 
all traces of lotion before donning your foundation. 

When it comes to washing your girdle, Gossard 
experts pass on this advice: 





Don’t ... scrub hard. Gem 
tly rub out any stubborn 


Do...close zipper. soak gar- 
ment in warm, mild suds for 
spots with a brush. seven minutes; rinse well. 
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Don’t ... mar its fabric and Do ... roll in towel to re- 


shape by hanging it up with 
clothespins. 


move excess moisture. hang 
upside down by garters. 
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Do... let it dry naturally, 
away from direct heat rays. 


Don't... place it to dry in 
the sun or over a radiator. 
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WHIRLING circles 
of sterling silver 
form pin and earrings 
to light up subdued 
office cottons and con- 
trast with golden sum- 
mer tans 
Handmade with an 
exciting dimensional 
look, the striking sim- 
plicity of design is al- 
ways in perfect taste. 
Pin, 1% inches in di- 
ameter, has safety 





catch. Earrings (%-inch) have screw-type back. Pin or earrings, 
$2.50; three-piece set, $4.50, postpaid, tax included. Write 
Silver Craft, Dept. TS-6, Box 406, New York 36. 


Roto-Wizard, a mo- 
tor-driven portable 
barbecue spit that op- 
erates on two standard 
D flashlight batteries, 
which provide up to 
10 hours continuous 
operation. Use any- 
where, on grill or fire- 
place. 

The aluminum 
motor unit and the 
chromed spit are rust- 
proot. Spit supports 
hold up to 10 pounds. 
Unit, $11.95. Batteries not included; steak basket, Shish Kabob 
wheel, extra. For dealer’s name, write U.S. Associates, Inc., 
2170 West Venice Boulevard, Los Angeles 6, California. 





What-Not Box from 
Norway, just 8 by 3% 
by 3 inches is scaled- 
down copy of ancient 
food container. Made 
of wood and _hand- 
painted in rosemaling 
pattern 

Delightful as a gift, 
or use it as a small 
sewing box, for jew- 
elry, candy, etc. Box mailed directly from Norway, so postage 
cannot be prepaid; just pay postman few cents delivery charge. 
Send $2.98 (no C.O.D.) to LIS-CO, Dept. 7-T, Box 1412, San 
Pedro, California. Only one to a customer. 





Airliner Manicure 
Set for vacation nail 
care and emergency 
repairs at the office. 
Case, of suede-lined 
calfskin, is only 3% by 
2 1/16 inches when 
closed. Imported tools 
include: cuticle  scis- 
sors, cuticle pusher, 
tweezers, grooming 
knife, nail tool, and a 
triple-cut file. Case 
has zipper closing. In 
red, blue, green, or tan. Usually $2.50, complete kit is now 
specially priced at $1.98, postpaid. F. G. Busse Importers, Dept. 
TS-6, Vineland 13, New Jersey. 
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Summer Jewelry made by hand in 
chalk-white porcelain, kissed with 24- 
karat gold. Its startling beauty against 
a summer tan is the only touch you'll 
need to give your office cottons a date- 
time flair. Adjustable 
bracelet, only $3 each. Clip-on ear- 
rings, $1.50. Necklace or bracelet with 
earrings, only $3.95, either pair. Com- 
plete set, a real buy at $6.50. All prices 
Write Lee- 
505 Fifth Ave., 


necklace or 


include tax and_ postage. 
way Co., Dept. TS-6, 
New York 17. 


Sandals from Hawaii add a touch of 
glamour and excitement to summer 
play clothes. Beautifully made with 
gold-leather thongs, bright red insole, 
and a brocaded instep strap of gold, 
red, and black. Wear them with slacks, 
shorts, beachwear. Designed for com- 
fort as well as good looks, they are 
lightweight, with a white midsole 
soft sponge rubber and an outer sole of 
durable white rubber. Excellent work- 
manship throughout. Sizes, 2 to 9, 
$6.95 a pair, postpaid. Maxwell’s Ha- 
waiian Products, Dept. TS-6, Box 63, 
Honolulu, Hawaii. 


Pocket-Sized Tool Kit contains eight 
different carpenter tools of finest Ger- 
man Solingen steel, all meticulously 
made to highest professional stand- 
ards. A wonderful gift for Father's 
Day, a handy item for a bachelor girl. 
Kit is only 3 inches wide by 3% inches, 
contains saw, file, drill, chisel, punch, 
hammer, screwdriver, and _ jackknife 
(handle for all tools). ¢ 
cowhide leather, with zipper closure. 
Just $12.95 prepaid. Magic Mold, Inc., 
Dept. TS-6, 467 Livonia Ave., Brook- 
lyn 7, N. Y. Free catalog available. 


‘ase of genuine 


Filigree Charm Bracelet for that 
extra spec ial dress-up occasion Or any 
look-your-best occasion. This chunky, 
gold-plated bracelet adds a sophisti- 
cated note to summer tans. And the 
eye-catching charms, with their un- 
usual shapes, make it an _ interesting 
conversation piece. 
than its $6.95 price. Tax and postage 
included. Sanlys, Dept. TS-6, 545 
Fifth Ave., New York 


Looks far costlier 


HANDY 
RAIN 


BONNET 


Slightly larger than a cigarette 
lighter . . . fits any pocket or 
purse. No more fallen curls due 
to rain. Order now. 

Only $1.00 postage paid. 


L & K MAIL ORDER CO. 


Easton, Missouri . 














Here's What You DON’T Learn in School! 


Yes, here it is, girls: 1955's ‘101 Office Short 
Cuts the most rollicking, comprehensive read 
ing ever compiled for the modern secretary 
Cleverly illustrated by secretary-author Magi Max 
well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver 
tising, general office, and newspaper fields. $1 


Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 














PIMPLES‘ GONE 


Now She's Popular Again 
Fast acting, natural-color 
Medicated Skin Formula 
covers and dries-up pimples, 
acne, blackheads and other JS 
*externally caused skin Ss 
blemishes. Effectively : La 
inhibits spreading, aids in quick clearing of skin. 
Rush $1 for 60-day supply, sent postpaid in plain 
package. Results guaranteed or money back. 
MARY LINN D'ARCY, DEPT. 209 
6777 Hollywood Blvd. Hollywood 28, Calif. 










HOW YOU CAN EARN $10,000 


Typing At Home 


It's a book that shows how anyone can pre- 
pare for lifelong security. Eleven thrilling 
chapters reveal tried and proven step-by-step 
formulas for easily securing profitable typing 
work at home without having previous expe- 
rience. Only $2. (Money back guarantee.) 

STERLING, Dept. S-12, GREAT NECK, N.Y. 








Adwarys cool Best 


+ 










LAO BLOUSE 


a. ae ~ TACH-BES 


neatly tucked in Reach, bend, work or play 

. confidently. Blouse held 
securely in place . .. yet 
give freedom-action. Simply 
attach button and link to 
blouse . . . the spun elastic 
end to your hose supporter. 





@ no pinning. 
no sewing 

@ invisible . 

featherweight 

@ easy to use 


$1.00 the pair 


If not locally — order direct 
no c.o.d.’s . . . fully guar- 
anteed . . . free folder. 


SS 
A lrienne’s 
SHEBOYGAN 6, WISCONSIN 





Ladies’ Electric Hair Remover *3-85 


el-plated, 3'/,°’ tweezer (Reg. 75c) given 
free with each Hair Remover! 


qei5i GIFT! Imported, precision-made nick 
Designed specifically to remove hair from 
orms, tegs, underarms quickly, easily, abso 
lutely without irritation to the most delicate 
skin. Skin stays satin-smooth longer. No 
coarse re-growth. Spetial cutter assures extra 
close dry-shaving comfort. AC-115V. Smart 
leatherette case. $3.85 (Reg. $4.45) Add 25c 


postage. Gift boxed! Sotis. Guar 


.G. BUSSE IMPORTERS, vinevano 13, Nn. 4. 
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Only by KILLING THE HAIR ROOT con you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 


ond social happiness. Do not use our method until 

you have read our instruction book coretully and 
learned to use the MAHLER METHOD sofely and 
efficiently. Used successfully over fifty yeors. 


NEW 
Senn 5° TODAY FOR BOOKLET »® BEAUTY. 


MAHLER'S, INC, Dept. 85-G PROVIDENCE 15, R I. 











FOR REAL JOB SECURITY — get an ICS diploma! 


You study your own exact needs in your spare time, at your 
own pace. No interference with work or social life 
is the oldest and largest correspondence school 
l. . S. 277 courses. Business, industrial, academik 
high school. One for you. Direct job related 
Bedrock facts and theory plus practical applicatior ka 
pay plan. Complete lesson and answer service. No scrimping 
Write for three free hooks Hiow to Succeed gold mine 
plus Sample Lesson and Career Catalog. Send coupon teday 
INTERNATIONAL CORRESPONDENCE SCHOOLS 
Box 81206E, Scranton 9, Pa. 


Please end free success book, sample le on and cat 
hecked 
Advertising Professional Se« Steno 
Accounting Office Secretaria 
Business orres Management (ommerciat 
Business hamin High Schoo Commercia Art 
Short Story Goor i bkng 
Writing 

Other Subject 

Name 

Addr« 









Assumption Commercial 
College, 
Bangkok, Thailand 


GRAND PRIZE > 


First Place, 


High School Division 





Albuquerque (New Mexico) High School 


First Plaee, Parochial School Division 


@ e908 2 oo 


sv? yaw v. SMM MMI ESM Viviva’ 


sVaVnVa Varn vataTsvay avavev Fad , 


UUM eee a 


Altoona Catholic High School, 





Altoona, Pa. 





BY FLORENCE ELAINE 


EARLY 20,000 shorthand 

writers competed for honors 
and prizes in this year’s annual 
OGA contest. The winners’ list rep- 
resents hundreds of schools, teach- 
ers, students, and secretaries. 

We were greatly pleased with the 
number of new schools entered in 
the School Division. And the pro- 
fessional quality of the notes sub- 
mitted by students is also worthy 
of special mention. Their teachers, 
by taking part annually in the OGA 
contests, have learned that training 
students to write good notes pays 
worth-while dividends. 

“It is indeed satisfying to see stu- 
dents make such rapid progress in 
the transcription classes as the re- 
sult of writing good shorthand,” say 


34 


ULRICH, 


Director, 


Gregg 


many letters from teachers, “It is 
well worth the little extra time 
spent on students’ notes when they 
are learning the subject.” 

Many secretaries also sent in 
beautiful specimens of notes. We 
discount completely the statement, 
sometimes heard, that practicing 
secretaries write their own system 
of shorthand! If you don’t think that 
secretaries can write just as fluently 
and accurately as the most out- 
standing student, try jotting a note 
of congratulations to some of the 
winners (listed on page 36). You 
may be rewarded with a reply from 
them in shorthand! 

Congratulations—and many 
thanks to all of you who made this 
contest such an outstanding success! 
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Awards 


OUTS 


TANDING 
SUCCESSES 


SCORED IN 


Annual 


OGA 
ontest 


Department 





Mrs. Norma S. Hall 
GRAND PRIZE 








Place. Private School Division 


<I guben Juan. 
44 . % Pag 909 





Philippine College of Commerce, Manila, PI. 








Student Division Teacher Division. — — — _ 





Dolores Haslem Rosalie Palazzolo Ellen Mitsui B. Thiva Alice Okuda Audrey V. Dempsey 
Ist Place 2d Place 3d Place Boonyavanich 2d Place 3d Place 


] st Plac e 
Stenographer Division meat 








C. Mildred Christian Amv Woon Ann Runion Amv H. Tsuneda 
Ist Place 2d Place $d Place (tie) 3d Place 
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SCHOOL DIVISION WINNERS 


Grand Prize 


Silver Loving Cup to the School, and a 3100 U.S. Savings Bond 
to the group of Teachers 
Assumption Commercial College, Bangkok, Thailand; Brother Rogatien, B 
Thiva Boonyavanich, P. Vichit Sukthavorn, R. Sanan Chomphaisal, and 
Brother Bernard, teachers 


Divisional Prizes 


Top Places 
First-Prise Trophy to the School, and a $25 U.S. Savings Bond 
to the Teacher or group of Teachers 


Hich Scuoot AND Co.iiece Division: Albuquerque High School, Albu- 
querque, New Mexico; Lillian M. Kieke and Juanita Patterson, teachers 

Private ScHuoor Division: Philippine College of Commerce, Manila, 
Philippines; Albino B, Allado, Francisco Ancheta, Mrs. Sebastiana § 
Aragon, Maria P. Dimayuga, Remedios Q. Luber, Rosalina D. Luana, 
Leticia C. Mendoza, Mrs. Gloria A. Muncal, Eutiquio C. Mendoza, Mrs 
Soledad S. Orlina, Juan C. Samano, Florencia I. Sison, and Adelaida 
B. Zamora, teachers 

PanocuiaL ScHoont Division: Altoona Catholic High School, Altoona, 
Pennsylvania; Sister M. Lois, teacher 


Second-Prize Banner to the School, and a “Sweepster’ Pocket Watch to 
the Teachers 


Hicu Scnoo.t anp Couitece Division: Wallace Rider Farrington High 
School, Honolulu, Hawaii; Florence Akiyama and Alice Fukunaga, 
teachers 

Private ScHoow Division: Hilo Commercial College, Hilo, Hawaii; Mrs 
Daisy E. Conquest and Alice Okuda, teachers 

PanocuiaL ScHoot Division: St. Anne Academy, Rawdon, Montcalm, 
Quebec, Canada; Sisters Lucien-Marie, Marie Sylvio, and Patricia Marie, 
teachers 


Third-Prize Banner to the School, and a Fountain Pen Desk Set 
to the Teachers 


Hich Scuoon ann CoiveGce Diviston: Maryville High School, Maryville, 
Kansas; Irene Creager, teacher—tied with—Shinnston High School, Shinn- 
ston, West Virginia; Mrs. Velma Love, teacher 

Private Scnoot Division: American Business Institute, Fort Worth, 
Texas; Belle J. Beebe and Katherine Schow, teachers—tied with—Duns- 
seme Business College, Staunton, Virginia; Mrs. Elizabeth B. Brant, 
teacher 

PanocuiaL ScHoot Division: John Carroll High School, Birmingham, 
Alabama; Sister M. Mildred, teacher—ticd with—Saint Ann Academy. 
Montreal, Quebec, Canada; Sisters Mary Ann Laura, M. Rose Paulina, 
Mary Monique du Rosaire, and Mary Madeleine du Calcaire, teachers 


Prize-School Banners 


Next Five Places 
Banner to the School, and an Esterbrook Fountain Pen 
to the Teacher or Teachers 
Hicu Scnoot anp Co.iiece Division: Roosevelt High School, Honolulu, 
Hawaii; Kathryn Donovan, teacher 
Pekin Community High School, Pekin, Illinois; Myrtle 
Howell, Raymond Franz, and Juliabel Strauch, teachers 
Illinois State Normal University, Normal, Illinois; Alta J. Day, teacher 
Fordson High School, Dearborn, Michigan; Marion Hunsicker, teacher 
East Carolina College, Greenville, North Carolina; Audrey V. Dempsey, 
Lena C. Ellis, and James L. White, teachers 
Private Sci.oont Division: KCCI Gregg Steno School, Kobe, Japan; James 
A. Azegami, teacher 
Driscoit institute of English, Quebec, Canada; Dr. Alma Driscoll, teacher 
Spartanburg Junior College, Spartanburg, South Carolina; Mrs. Dorcas § 
Waugh, teacher 
Bliss Business College, Lewiston, Maine; Mrs. Marjorie L. Haynes, teacher 
The Gregg School, Surrey, England; Winifred Price, teacher 


PanocutaAL SCHOOL Division: St. Mary’s Academy, Cristobal, Canal Zone: 
Sisters M. Heribertha and M. Stanisiaus, teachers 

Queen of Angels Academy, Quebec, Canada; Sisters Mary of Bethlehem, 
M. Laure Thérése, and Gerard Marie, teachers 

Mundelein Cathedral High School, Chicago, Illinois; Sister Mary St. Monica, 


tea .¢ 


Mabry, Floyd 


St. Joseph’s School, Cristobal, Canal Zone. Sister M. Lionel, teacher 
Saint Louis Academy, Lowell, Massachusetts; Sisters Agnes-du-Sauveur 
and Wilfrid-du-Sauveur, teachers 


Runners-up—All Divisions 


El Dorado County High St 
School, Placerville, 
California: Elsie M. 


Mary’s Academy, linois; Sr. M. Xave- 
Windsor, Ontario, ria, teacher 
Canada; Sr. Eulalie St. Augustine High 
Kain, teacher of Rome teacher School, Chicago, I- 
Benjamin Franklin Holy Angels Academy, linois, Sr. M. Joel, 
Adult School, San Saint Jerome, Que- teacher 
Francisco, Califor- bec, Canada; Sr. M Horace Mann School, 
nia; Alice E Kas- Therese de la Provi- Gary, Indiana; Julia 
. cog Srmapegy ; dence, teache1 C. — n and Tres- 
Notre ame igh . sa Sharpe, teachers 
School, San _ Jose, Our Ledy Help of Senior Hich School, 





Christians Academy; 





INDIVIDUAL WINNERS 


Grand Prize 


Silver Loving Cup 
Mrs. Norma S. Hall, Lamar State College of Technology, Beaumont, Texas 


Division 


Top Places 
First Prace—Silver Loving Cup—Dolores Haslem, Hilo Commercial Col- 
lege, Hilo, Hawaii 
Seconpo Piace—Sterling Silter OGA_ Lavwaliere—Rosalie Palazzolo, High 
School, Ecorse 29, Michigan 
Esterbrook Fountain Pen—Ellen Mitsui, Farrington High 
School, Honolulu 17, Hawaii 


Student 


Turrp PLAce- 


Next Ten Places 

Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 

Judy Jobe, Roosevelt High School, Wyandotte, Michigan 

Annie L. Campbell, Benjamin Franklin Adult School, San Francisco, 
California 

Rizalina M. Juan, Philippine College of Commerce, Sampaloc, Manila, 
Philippines 

Florence Kaetsu, Hilo Commercial College, Hilo, Hawaii 

Isabelle Guénette, Holy Angels Academy, Saint Jerome, Quebec, Canada 

Gurbachan Singh Narula, Assumption Commercial College, Bangkok, 
Thailand 

Stephanie Szluz, Josephinum High School, Chicago, Illinois 

Patricia Ann Delaney, High School, Ithaca, New York 

Sylvester Clayton, St. Joseph’s School, Colon, Panama 

Sandy Rohrs, Community High School, Pekin, Illinois 


Stenographer Division 


Top Places 
First PLace—Silver Loving Cup—C, Mildred Christian, 54 Marion Avenue, 
Springfield, New Jersey 
Seconp PLace—Sterling Sileer OG A Lavaliere—Amy Woon, Kwong Choon 
Cheong Foundry, Kampar, Perak, Federation of Malaya 
lump PLace—Esterbrook Fountain Pen—Ann Runion, Box 351, Williams- 
burg, Virginia—tied with—Mrs. Amy H. Tsuneda, P.O. Box 23, Olaa, Hawaii 


Next Ten Places 
Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 
Ayako Naito, P.O. Box 58, Ookala, Hawaii 
F. Beatrice Waterhouse, R.F.D. 1, Attawaugan, Dayville, Connecticut 
Lucy Marietta Christian, 54 Marion Avenue, Springfield, New Jersey 
Carmen D. Camacho, Box 1437, Ancon, Canal Zone 
Leora Grace Smith, 134 Columbia Avenue, Greenville, Pennsylvania 
Pamela Hodder, 39 Beulah Road, Thornton Heath, Surrey, Engiand 
Looi Hoong Seong, c/o The Perak River Hydro-Electric Power Co., Ltd., 
Kampar, Perak, Federation of Malaya 
Mrs. Louise S. Fritts, 218 Adams Street, Greensboro, North Carolina 
Rosie Belle Packard, Hussey Hill, Oakland, Maine 
Dewey Parthun, 1215 South Rowell Avenue, Joliet, Illinois 


Teaeher Division 


Top Places 
First Prace—Silver Loving Cup—B. Thiva Boonyavanich, Assumption 
Commercial College, Bangkok, Thailand 
Seconp PLace—Sterling Sileer OGA Lavaliere—Alice Okuda, Hilo Com- 
mercial College, Hilo, Hawaii 
Tuip PLace—Esterbrook Fountain Pen—Audrey V. Dempsey, East Caro- 
lina College, Greenville, North Caro.ina 


Next Ten Places 

Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 

Alice Kasparian, Benjamin Franklin Adult School, San Francisco, California 

Winiired Price, The Gregg School, Croydon, Surrey, Engiand 

loe Clegg Phillips, Pano.a College, Carthage, Texas 

Sister Eustelle-de-l’Eucharistie, Notre Dame High School, Southbridge, 
Massachusetts 

Mrs. Catherine C. Manion, Central School, Waterville, New York 

Gladys Beal Putterbaugh, Dallas Township School, Andrews, Indiana 

Marion Hunsicker, Fordson High School, Dearborn, Michigan 

Sister Marv St. Monica, Mundelem Cathedral High School, Chicago 10, 
Illinois—tied with—Sister Josephine Marie, St. Teresa’s Academy, Boise, 
Idaho 

Carl H. Peterson, High School, Ecorse 29, Michigan 

Irene Creager, High School, Marysville, Kansas—tied with—Mrs. Jessie P. 
Coxe, Bald Eagle-Nittany High School, Mill Hall, Pennsylvania 


Banner to the School (Listed Ceographically) and a Blue and Gold Enamel O.C.A. Pin to the Teacher or Teachers 


Academy, Fall River, 
Massachusetts; Sr 


chusetts; Sr. Mary my, 


Minneapolis, 
Lidwin, teacher 


Minnesota; S¢. 


Mary Dionysia, High School, West- Mary Ruth, teacher 

teacher field, Massachusetts; High School, Rose- 
High School, Glouces- Gertrude M. Belyea, mount, Minnesota; 

ter, Massachusetts; teacher Irene A. Wimmer, 

Claire J. Walsh, Holy Name of Jesus teacher 

teacher High School, Wor- High School, St. Paul 


Precious Blood High cester, Massachu- 
School, Holyoke, setts; Sisters M. 
Massachusetts; Sis- Rose of the Sacred 


Park, Minnesota; 
Dora Jensen, teacher 
High School, Crete, 


California; Sr. Mary Vedad H: Waterville, Maine; 
Reginald, teacher Cuba. o, Havana, Mary E. jules, 


Our Lady of Perpetual . > 
Help pte cme High & Elementary 
School, Hanna, Al- School, Laupahoe- 
betta Canada: Sr. hoe, Hawaii; Teruko 
Mary Alphonsus, Morikawa, teacher 
teacher Good Counsel High 

Pensionnat Notre- 
Dame de _ Lourdes, 
Ottawa, Ontario, 
Canada; Sr. Flavie 
de Jesus, teacher 


teacher 
Cortez W. Peters Busi- 
ness School, Balti- 
more, Maryland; 
Evelyn D. Wilkey, 
teacher 
School, Chicago, Il- High School, Dracut, 
linois; Sr. Mary Do- 
loretta, teacher 
Josephinum High 
School, Chicago, Il- 


Massachusetts; 
Blanche B. Roussel, 
teacher 

Mount Saint Mary 
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ters Marie Perpetue 
and Marie Anne 
Liliane, teachers 

Notre Dame High 
School, Southbridge, 
Massachusetts; Sis- 
ters St. Jean-du-Ce- 
nacle, Sainte-Veron- 
iqgue, and Eustelle- 
de-l’Eucharistie, 
teachers 

Cathedral High School, 
Springfield, Massa- 
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Heart and M. An- 
tonia of Jesus, 
teachers 

High School, Ecorse, 
Michigan; Carl H. 
Peterson and Mil- 
dred Compton, 
teachers 

Christian High School, 
Holland, Michigan; 
Sena Grevengoed, 
teacher 

St. Margaret’s Acade- 


Nebraska; Helen 
Lohmiller, teacher 
St. George High School 

Manchester, New 
Hampshire; Sr. M. 
of St. Joseph Ar- 
mand, teacher 
Caldwell College, 
Caldwell, New Jer- 
sey; Sr. Mary Rob- 
ert, teacher 
Immaculate Heart of 
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Wallace Rider Farrington High School, Honolulu, Hawaii—Second Place, High School Division 
Mary Academy, Buf- J. P. McCaskey High “ F re is ) i 
falo, New York; Si School, Lancaster, Fe) my ' : a - : "7 
Mary Liliose, teh Pennsylvania; Sara pe . ‘ : 2 ' 
Immaculate Academy, F. Diller, teacher 
Hamburg New Notre Dame High 
York; Sisters M. Te School, Central Falls, 
rentia and M. Prud- Rhode Island; Sis- y 
ence teachers ters Marie-Donalda 
High School Herki- du-Sacre Coeur and 
mer, New Yor k; M. Therese des Lys, 
{nna I Matis, teachers 
‘ > . , 
teache -” St. Clare High School, 
High S« a Ithaca, Woonsocket. Rhode ’ 
New Yor Eva I Island; M. St. Nar- 
Firra Mary Hon r inaed 
] rik ind Phyllis egg he eee 
M. Se teal High School, Lead, 
eager, SCacners South Dakota; Nina 
St Alphonsus Com , 
E. Nation, teacher 
nercial School, New I St Coll a u 
York, N. Y.; Sisters 7 | o , eu 
. } 0 ecnno.logyv, . . 
~ Rar apm - ~<t evnepi ker agge “eh A Hilo Commercial College, Hilo, Hawaii j 
ubert, and t » ’ , —/ . 
ee ~ Panay owe Mrs. Norma Schwarz Second Place, Private School Division . 
ae Hall, teacher 
Central School, Water- 
ville Maw Sask: South Kitsap High 
Mrs. Catherine ( School, Port Or 
ceeds . Meoaiiiiins chard, Washington; 
Nateo Dame Mick Martha Sandness, 
School, Hamilton, teacher 
Ohio: Sy Elise . High School, Wenat- 
teacher chee, Washington; 
Senior High School. Cathleen Babcock, 
Beaver, Pennsylva teacher 
nia: Chester I Milton Union High 
Greene, tea ner School, Milton Junc- 
Slovak Girls Academy, tion, Wisconsin; 
Danville Pennsyl Ruby A Agnew, 
vania; Sr. M. Lilli teacher 
ana, teacher Roval Commercial 
John Harris High School, George- 
School, Harrisburg, town, British Gui- 
Penusvivania; Anna ana; E. Muriel Jones, 
Kk. Read, teacher teacher 
St. Anne Academy, Rawdon, Montcalm, Quebec, 
Canada—Second Place, Parochial School Division 
Honorable Mention—School Division Kentucky wee Te V'fehesl, Tremen; | Mrs, 
AwVrence Ny imo School renton a 
High Schoo Middles Rose. teacher Thelma Kerr and Lu 
GOLD SEAL CERTIFICATES oro; Mrs. Larry Rose High School, North An cille McClary, teachers 
and Mrs Shelvie Fu lover Claire 7 To Theodore Roosevelt High 
son, teachers peu, teacher School, Wyandotte 
. , On Lady of VDerpetual Wanda Walker, teacher 
Alabama England oo ao, es Help High School, Rox 
z Sclon en an > bury Nisters Mary So 
Sacred Heart Academy The Gregg School, Liver ox; J. Bruce Sardiga, Maine lan,’ Mary Maudalene Minnesota 
Cullman; Sy Mary pool ; G L dates, teacher High School Eliswortl nd Mary Jude, teact 
Lourdes, teacher teacher University Hil School Mrs. Minnie J. Libby, ers Mount St. Benedict Acad 
Normal: Marv D High School Scituate emy, Crookston; Sr. M 
Webb, Jouce Braun, Ruth I Hawkes, Laurentia, teacher 
Ti . s " pede Marvland sontinn Good Counsel Academy, 
California Georgia sae eee Senta Maryla Bartlett. Bigh Scheel, Mankato: Sr. M. Elisa 
U High School, Bat University of Georgia, At Edward M. Mitchell Institute of Notre Dame Webster Marion W eth. teaches 
0 Leona FL FT is anta Mrs. Mary H teacher Baltimore ‘N Mary Currier, teacher Holy Trinity High School 
Mix. Sarah M. Al Lane. teacher Alleman High School Eileen teacher St. Louis High School New Ulm; Sv. M. Di 
le rit Tien it ' om uv , St. Elizabeth ¢ mercial Webster Sy Joan onueia, teacher 
in sian Si iy } : ‘ . 
Joint Union High Schoo Felicit ceaiinet School, Baltimore Ny Therese, teacher Higt School, Sout St 
Delano inne Pe P aa bad | ‘ Crucifira, l’aul Helen Adair and 
Jexsie Bender, Hawaii Community High School, teacher Helen Hoover, teachers 
eachers oa ath Stanford; Reva Eme Bethesda-Chesy Chase Michi High School, Willmar 
City College, Lo Sear e. cosep s SEEN School, teacher Senor igh School : y Ldith u Johnson, 
ime Ee eat aon tia’ ep. ai nadia Zion-Benton Township Bethesda; Lillian G ——— teacher —e 
oii teacher Hig! School Zion MU e, teacher Aima College, Alma; 
Harbor Union Beverly J Hackett Howard County Senior Stephen Meyer, Jr.. ‘ ‘ 
High School, Newport teachet High School, Ellicott teacher Missouri 
Reacl Reonerd i I 1: | Cit Mix Varvaret High School, Caro; Mabel . 
Thompson. teacher e@ano B. Lotz, teacher Waubbena, teacher St. Joseph Academy, Chil 
Excelsior High School High School, Blackfoot Franklin High School High School, Cedar we 
> 3 BS ce nee Meten Easter.  tanaie . - Reisterstow! Mrs Springs; Mrs. Howard , MMncrata, teacher 
Roth, tea e igs St ‘Tere “ 5 Aca ae Indiana Lleaneot B Milles Vorchouse, teacher K-3 Halfway School, Half- 
= Boise e Josephine St Paul Higl School St. Hedwig High School, way; Mra, Leslie Stew 
Mu be teacher Marion Sisters Mary Detroit Sisters VU ~~ teacher 
: . - Johan» md Mary Do 3 ; tte Daniel and M Vir St vlizaheth Academy, 
Connie pena tne Be Massachusetts og a St. Louls: Sr. lary Je 
Prair ‘ oom _ A Endicott Junior College Servite High School, De seph, teacher 
> a Illinois Reverly: Margaret 8 troit; Sr. Mury Ro- 
4 -st00 ree Ford, teachet saria, teache 
Hi Alberta Joyce Angel Guardian High 
ta; y Ang juardian ‘ nmanuel College, Bos- isitation x choo Mo 
i Casvell Ganwiies ed thle a lowa Emmanuel College, Bo Visitation High School, Montana 
Matthew, teacher Higzh Schoo independ al timate (heriee. teanes High ey y Giaceee ; 
St. Gregory High School ence; Mae M. Hanlon H School, Clinton Sacred Heart High School, Castes waty “High 
: hicago x Fi ‘ | Ny an ome “= oes en 
Colorado a. a teacher Mi dared .&. . Gannon ee SS. See ee School, Miles City 
High School, Golder 1 Siena High School, Chi Dominicat Academy, Fall St. Mary High Sehool, a 0. G Isaae, 
Manos, teacher cago; Sy lary lrene, River Sy Jeanne Jacksor Ny ilice eacher 
teachei 4 d’Are, teacher Jerome, teaches 
sas 
Township High School, Kansa Jesus-Mary Academy, Fall Resurrection High School Nel k 
‘ : . } oh Sel 7 ' , , ‘ ; S : ebraska 
Connecticut Evanston: Doris How High chool, Girard Rivet Mother S Sin Lansing . Maric 
ell, Miviam Knoer and Edith Prosse teacher ent de Paul, teacher James, teact Doane College, Crete 
High School, Meriden: Nancy Willis, teachers Girls Catholic High High School, Framing SS Peter and I aul School, Mrs. Margaret E. Van 
Dorothy Roff Gorton High School Huntley School, Hays; 8 Ml hau Mrs. Helen ¢ Saginaw; Sr. M. Theo Neowor, teacher 
teacher Hiannah Martin, teacher Pet al eacher eckham, teacher dun teacher (Continued on page 38) 
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St. ¢ lia High School Notre Dame Academy. To PA che 4 > gh School, Leon Vrs drelline and Teresa High School, Laurel; Rose 
astines S) ( care ledo ; Si Mary John I hilippine ad Helen Atterberry, Margaret, teachers VM. Fujan, teacher 
teache > ene, teacher University of San Carlos, teachei Williams High School, High School, Tekamah 
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‘ j High School, Healdton South Carolina Dolores Martin, teacher Michigan 
ew ersey Mrs Ethel D Ken anna High School, An —_ ; . ‘ 
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Guardian Angel , gh _ teacher : teacher M. of St. Louise, teach Concordia College, Moor ner, teacher 

. hool ares a lary St Bn hael Be aoe, Green er head filma A. Opdahl Holy Rosary Academy, 
atrick eachet lille; Si wrene, ° . » oO S ‘ 
ey oy pone Washington High Si hool, Red Wit + r+ Tay § chet _— 
Sr. Helen, teacher Susquehanna Township oe = = he ~ et Pp : : . ; = 

Sacred Heart High School High School, Progress, Western Maine Rosemary’ Therese L Collier High School, Rest 
Yonkers; Sisters Mary Harrisburg; Helen 1 + tiple Marie Joseph Academy, Or “— ee ’eace High Mar Felicia teacher 
Edmund and M iyuin, Champion, teacher Be eens > teacher Biddeford Pool: Sr. M "ee } oad St Paul S, : y 
teachers Delone Catholic High High School, Bremerton: Elise de la - Croiz, Mary Jean Joseph, . 

School, MeSherrystown: Jeesice Btevensen teacher teacher New Mexico 
“ li Sisters M Illuminata tone : PAM High School, Houlton ro ; 
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Honorable Mention—School Division 


RED SEAL 


Certificate Winners Marysville High School, Marysville, Kansas 


Alabama areneete Fi Marie eee oe oe. Third Place, High School Division 
Lateiie Leactit ia ware 


sha 
St Margaret's High Holy Rosary Commercial Bush, teacher 
School, Bayou La Ba School, Saint Stephen, Malcolm Giles High 
tre Ny M. Rosaire, New Brunswicl Sr. M School, Mooseheart; 
eacher Helena, teacher Ramona Richards, 
High School, Montevallo; St. Patrick’s Business teacher 
Susie DeMent, teacher College, Digby, Nova Mt. Pulaski Township 
Scotia; Sr Mary High School, Mt. Pu 
k Charles, teacher laski Marilyn Meyer, 
Arkansas St. Ambrose School, Yat teacher 
Mount St. Mary’s Acade mouth, Nova Scotia; Sv Township High School, 
my, Little Rock: Sr. M Mary Alerina. teacher Palatine; Stanley 
‘ arol, teacher Peterboro Business College Rhodes, teacher 
Limited, Peterborough Township High School, 
alt . Ontario; Margaret A Streator; Clare 
California O. Battersby and Louis, teacher 
Shirley J. Killingbeck, Community High School, 
Burroughs High School > 


achers Ves Chicago; to 
China Lake; Mrs. Do- — A Nek ile enehia r , 
ix Pierson, teacher = , School Windsor 
High School, Galt; The Colorado “= "donne : 
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reaa Silva, teacher . teacher 
Polytechnic High School High School, Eaton; Mrs Community High School 
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High School, Oxford bell Eakin and Orpha Cocalico Union Hi 
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i teacher 
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American Business Institute. Fort Worth, Texas 
Third Prize, Private School Division 





—tied with— 
Dunsmore Business College, Staunton, Virginia 
Third Place, Private School Division 


Honorable 


lennessee Virginia ane one 











Bolton High Schoo Ar W ington-Lee High S ch School 
lingtor Jou ¢ > School, Arlington; Wil a idams, 
teacher liam =H Westbrook 

Bearden eacl 
Knoxvill High Sehoc Lovingston 

Pe tt Mrs. E. Warren Rot Wisconsin 

onvent of erts, teacher 
herd Halifax County Hig! High School, Argyle 
Mary School, South soston Marian Bodendein 
teacher Vora Kathleen O'Far teacher 
ell, teacher Regis High School, Eau 
Claire S M. Denis 
-. teacher, 
Pexas Virgin Islands Senior High School, Fond 
lu Lac tuth Costell 

Senior High School, Level St. Mary’s High School : Bo Ru 
land ; Mrs. Lloyd 7 Christiansted, St. Croix wich Gabel ‘Grabten 
Ownhey, teacher Mother Mary Dumphn i ok Rentth. ‘tenses 

Loretto Academy | High teacher a ae Fae eS 8 
School, a1 "aac Ny - = ~y : 
Mary Eulalia, teacher es rn Frothingham, 

St. Joseph Academy ie Washington Madenne Stak Seneet. 

so: S eres 2 a ! t, 
nes, teacher Senior High School, Top po ul te . MV 4 
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High School, Nelson: Mre 


field, teacher Hacel Bill. t er 


Ve 
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maria. teacher Elkin Gloria \ Hig! School Laramie; 

Whiteomh Hig School, Payne, teacher V Vargaret B. Wil- 
fethel: M Owen ¢ Huntington School of liama and Mra. Marga 
Baglen, teacher Busine Huntington ( S. Blacke teachers 


Mention — School Division 
BLUE SEAL 
Certificate Winners 


St. Mary's 7 





Arkansas .. antes Sones Delaware 
ownsview, Ontari« S 
St. Anne Academy, Fort Eleanor, teacher Willia enn High School, 
Smith 8 WV De New Castle Mrs. Vir 
Nules. teache Db. Ryan, teacher 
High Sehoe rT 
7 \ ‘. Mtoen Colorado 
“oes Soe ee District of 
California Mary Aline, teacher Columbia 
Cathedral Hig Scho 
San Juan Union Hig Denve Sr. Anna Mary Carde Evening High 
Fair Oal Ed eache s ( Washington 
win C,H teacher Lois V. Proctor, teach 
Canada : 2 Spingarn High School 
} Connecticut Wa gton ; Mrs. Callie 
tegional High School, Daniel. teacher 
Shippegan, Ne Brur St Mar High School 
Wit Ny N nt Alvzvis Ne Haver Si M 
eacher Re a. teacher (¢ finued on page & ) 


John Carroll High School, Birmingham, Alabama 
Third Place, Parochial School Division 





Saint Ann Academy, Montreal, Quebec, Canada 
Third Place, Parochial School Division 








OAT 
JUNIOR 


Arrange this four-paragraph 

letter in any style. 

The word count given will enable 
you to check your production time. This 
isnota speed test, however. Type 

for (1) neatness and (2) good place- 
ment, and (3) for accuracy 

no strikeovers or ty pographical 
errors. (4) Indent properly, and put 
double space between paragraphs 
even in single-spaced material. (5) 
Be sure to spell and punctuate 

corres tly. 


Copy may be retyped as often 
as you wish. Then send us the 
best specimen you produce. 








ro GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Floor, 330 West 
#2 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. * June 
copy is good as membership tests for 
OAT, CT (page 42), and OGA awards 
until September 20, 1955. 





Words 


Standard Printing Company, Inc., 798 Martin Boule- 


vard, Cincinnati, Ohio. Gentlemen: There are two 


corrections that we should like to make in the spring 
catalogue you are now setting for us: 

1. Please substitute for page 18 the copy that we 
are enclosing with this letter. Return to us the origi- 
nal copy (page 24 of the manuscript you have) and 
use the enclosure instead. It is to be set in the same 
type and length of line that are being used for the 
other pages. 

2. We have decided to use red instead of maroon 
ink for the display lines in the center eight pages. 
Please use IPI 96-53-16 instead of the IPI 4-43-13 
that we originally requested. 

Since you have just begun composition on this ma- 


terial, we assume that making these substitutions 
will in no way alter your original cost estimate on 
the job. We are awaiting delivery of proofs and as- 


sure you that they will be sent back to you within 36 
hours after we receive them. Yours sincerely, Ad- 
vertising Director 


10 
19 
30 














OAT 
SENIOR 


Senior candidates must 

type the complete production project— 
the Junior Test letter and the 
enclosure for it (alongside). 

Use either plain paper or a letter- 

head in writing to the Standard 
Printing Company: plain paper 

for the corrected rough draft of the 
new catalogue page. 


Spell out inch or inches 
wherever it occurs 
in the copy. 


You may practice the copy until 


your specimen represents 
your very best work. 
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mney a 
PRICED ee 
ry re 


na 


THE LEEWAL(6-way Floor lamp...... ~~ No. 4172: $17.95 


A beautiful vonze floor lamp direct 


and indirect lighting. e!=ehed 2 nade (i1-iech) 
in a lovely peacock color, hand—sewn and washable. 






THE TORCHIER indirect Floor Lamp ... . » No. 4177: $19.95 


An onto-the-ceiling indirect floor lamp, of handsome 
bronze. Reflector, 16" wide, is of rose-beige. Base 
is trimmed with imported onxypepee. Three-way switch. 


THE MILTON Swing-Arm Lamp oS 2 4 6 6 2 6&2 @ 8 No. 4176: $19.95 
A grand reading lamp, that can swing out and over your 
easy chair or telesqpe to a prim floor lamp. Made of 
Florentine Bronze@ ++ 5 Has an imported onyx 
basex and hand-sewn rose-beige shade. # Beautiful. 

> 
THE SALEM Special Indirect Floor Lamp. . . No. 4265: $27.95 


c 
A gleaming, highly polished onto-the-geiling floor lamp 
of finest quality and worksmanship. Three-way switch. 


Tronze, with heavy, firm base.2 betes 6 allg Has a 
bea ecorated reflec wise 


THE MONIMARTE Six-way floor Lamp ... . . No. 2684: $24.95 





‘ 
A lovely, gracious addi ton to your living room. fhe 
eiling reflector has a three-strength bulb; tke down 
beam has three different candle-shaped bulbs that op- 
erate on a three-way switch. Fe-ie 61 ighoond Has 
@ bronze finish and maroon-gray lampshade. "f 
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BY LORAINE JOHNSON, CPS 





The CPS and the Mail boy 


Just as some people are accident-prone, others are 
amusing-incident-prone. Loraine Johnson falls in the 
latter category. Like many Certified Professional Sec- 
retaries she has something special in the way of a sense 
of humor as well as professional skill. 


JUST WANT TO GET THE FACTS, MA'AM. g@ - PO te ee ae 


> hy —z _ a ee a 
Jo Atel Vareh ote 


SJ o— e ar 


Gre-L. 2-9. a see aie ah 


as ria Paes me zz /, SHOULD'VE STOOD IN BED. 

PO ange ae ae gee iy -<— 6 

co Pa ane eee pee Fn tins CD te ae 

Oe Se ee Se Oe | 
n i As oF — Ye a oe 
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JIUNE COMPETENT TFYPIST TEST 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing b¢¥ number of minutes. 





Words Words 


Our forefathers believed thatthe pur- 7 make every effort to amass a fortune. 332 
suit of happiness was one of the in- 14 Others say that it is not so much the © 339 
alienable rights of men. They did not 22 money they want as the things that 346 
guarantee that one would find it, for 30 money will buy. They believe that they 3% 
the word pursue means “to follow with 37 will be happy with beautiful homes and 362 
a view to reach, accomplish, or obtain.” 46 automobiles and luxuries of every kind; 370 
Neither did they attempt to describe 33 but they soon find that, while money _ 378 
the means of obtaining it—that was left 61 will buy material things, it does little 386 
for each individual to decide for him- 69 to give one satisfaction and content- 393 
self. It is quite natural, then, that the 77 ment and peace of mind. It does not 400 
idea as to what constitutes happiness, 85 take an expensive toy to keep a child 408 
as well as the means of realizing it, 93 happy; in fact, he may leave it to make 416 
should differ as widely as the people 100 a very simple one of his own and get 423 
who pursue it. 104 far more pleasure from it. Likewise, 431 

Some would say that happiness is_ 110 some of the happiest people have little 439 
success, for to succeed is to attain the 118 money and few of the real comforts of 447 
desired end or goal. To succeed inone’s_ 127 life. 448 
calling or business is undoubtedly a _ 134 Creativeness is another way in which $455 
worthy ambition. It shows that one is 142 people find happiness. In art, music, 463 
interested in his work and gives it his 150 and literature may be found a way to 471 
best efforts. But there are degrees of 158 give expression to their ideas as well 478 
success. If one is satisfied with success 167 as to obtain honor for themselves when 486 
in proportion to one’s abilities, it can be 175 the result has taken the form of a mas- 494 
a source of pleasure; but, if one aspires 184 terpiece—a great idea put into form 501 
to nothing less than the first place in 192 with the means that the author had at 509 
his field and does not have the ability 200 hand. Not everyone has the gift to get 517 
to achieve it, he can be very unhappy _ 207 very far in these fields, but nearly ev- 525 
indeed. Even the one who is considered 215 eryone can find pleasure in seeing what _ 533 
most successful in his field has no as- 223 others have done and, in a small way, 540 
surance that he will keep that rating, 231 giving expression to what talent he has, 548 
for others are constantly working for 238 either by playing a musical instrument 556 
recognition and may displace him with- 246 well enough to satisfy himself or his 564 
in a short time. To hold the highest 253 friends, singing, decorating his home, _ 572 
place in anything requires much hard 261 or writing a paper to present at hisclub. 580 
work; you cannot reach the heights and _ 269 Work that represents one’s best efforts 588 
then drift along. How success is at- 276 can be a satisfying experience; and a_ 59% 
tained can be important, too, for, if one 284 typewritten letter that is well placed 604 
has sacrificed health or honor or friends 293 and well written can truly be a work 611 
to secure it, it may become a useless 300 of art. 613 
thing, in no way worthy of the greatest 308 It would seem, then, that a person 620 
effort. 310 can find happiness in doing the work 627 

Many people measure success by the © 317 he enjoys and for which he is prepared. 635 
amount of money a man has, so they 324 bili cimincictceain, seit Unc ie Uiithciinas en aeniilictin ee Wisaliaieinn tid 
Written especially for Gregg Awards candidates by Dr, Adelaide Kauzer, of the State Teachers College in Emporia, Kansas 
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TRANSCRIBING 


SPEE D 


PRACTICE 





The material below is the same as 


the C.T. Test across the page. and it is provic 


ed so that you can test and compare your speeds of typing from print and 


rom shorthand. Compute your rate on this word-counted material in the same way you do when typin 





a fe: ae wa 14 
pe a ae ia? wy 
7? 2- ligt Fe 9 
Dio - 4h 
a “pe GF AP 5 
© it a eS 61 

FS fh 0 POD rte A 73 
STO S OR 30 6 85 
Ce D we ek gO og 
(A es mete 104 
dine AO PP? 44 74 45 115 
CO em POM een Maes AO 
fi ampteaie 131 
OTS A ¢ PW a—lkl 


"ie wT go 


- f =& ees we ae 6 
C2 ~ aT ae — Q/ —; 262 
at Sf - i ae a 272 
Of de 2 oO > 7 7 27 283 


oD sally Bae ee ath ee 


ee ee eee 302 


—~—a I rr wy > —— 31) 
feng 320 
—waw GPK ——m PP ox? 3B 
cm Oe a oe 

a eee ae 
(ay Pah us - SL ¥65 
“uh ve tall Cr. x 
py Ie 
a ir tas ea 391 


pees oO Lata 


—~ ee 3 / 
> tll P-DG wo W7T 
2. ae ee ee 488 
Gp as ew —— . ges 
inh (Ft lan puma 
ve i ¢ 37> 517 
Jw uit mahe cee 
ee ee | 
pte Tea CA 2H. 5K 
9 a Pes: = 556 


OE pega sulle 57h 
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FLA S if RE 


ADDING 





Raccoon Rollick 


| HAD BEEN VISITING AL * il 
elle Pe a 


Ae SF py 


pe ty ie Ad ee ll 

aes rm ow oe CC. 
pe a a ee 

- oa «eC ne YP O 


om fp agen a 
This material is « 


an probably speed thre sugh thi 
nte 4 i in groups of twenty 





standa rd we ae each, so 


BY ELSIE LEFFINGWELL 


4. Aw bb 
Y i \ gl 


Sha sgt 


After “playing around a ee a 
he Te a ee ST, 


"Soe 2 a . ie i 
a lie ane 4 $ a 
Pea a 

Ves le 


a ot 4 


/ 


— Fg 
- ‘ - 


(7 19 
, a es < —— gy OO ane 
es . ¢ at 
(374) 
ge oO - 
page, which is based on Chapters One through Ten of the Manual. 
that you can estimate your reading speed. 
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THE CASE OF THE STYMIED STENOGRAPHER 


(Continued from page 6) 





“YoU CAN EITHER CONTINUE TO BE 
MISERABLE, Miss Gaines told Emi- 
ly, “or you can change your attitude. 
You can decide that there is always 
adjusting to do, do it and make the 
best of it. Or you can quit! 

“You didn’t mention a word to 
me about quitting, I know, but it 
seems to me that that is your third 
choice. You have been making your- 
self ill over your work, and no job 
is worth it. I don’t think that quit- 
ting is the answer, though, to your 
particular problem. 

“Maybe you should go to some of 
our stenographic seminars so that 
you can learn what other girls in 
the company are actually doing 
when faced with a situation that is 
similar to your own. 

“You mentioned Mr. Cannes’ 
manner of dictating. Well, when I 
did secretarial work, I found that 
dictators fell into three main cate- 
gories, and these could be sub- 
divided many times. For example, 
there is the Do-as-I-Say dictator. 
Perhaps this dictator is the easiest 
to take from if—and this is a really 
big if—your shorthand is adequate 
so that you can read your notes eas- 
ily and can turn out transcripts 


quickly. 
“Then, there is the Do-as-I- 
Should-Have-Said dictator. You'll 


soon recognize this type because, if 
you do transcribe verbatim, he may 
say, ‘I didn’t say that, I’m sure.’ 
Then you'll realize that he is really 











MEL 
LAZARUS 
“Of course I can take dictation, Mr. 
ay—where to?” 





the third type but doesn’t know it. 
By the way, Emily, you never, 
never tell this dictator (or any dic- 
tator, for that matter), “But that’s 
what you said, or “That’s what I 
have in my notes; see, it’s right 
here.’ Instead, you study your dic- 
tator so that you will recognize 
which type he is and know how 
much responsibility you are to take 
in making alterations. 

“The third type of dictator we 
might call the Use-Your-Own-Judg- 
ment type. These are usually the 
most difficult to work for because 
your judgment may not coincide 
with theirs. I believe that you 
would place Mr. Cannes in that 
category. 

“Now, Emily, perhaps we expect 
too much from you because you are 
competent. But you should remem- 
ber that no two people are alike— 
each dictator is different. And a 
good stenographer will try to adjust 
to the different personalities of the 
bosses for whom she works. 

“Won't you go back to your job 
and try it, knowing that people are 
different? All you can do is your 
best. If you make mistakes (and we 
all do), no one is going to kill you 
for them. Just do the best you can. 
Try it for another month, but come 
in to see me again meantime. Above 
all, don’t worry—and keep an open 
mind. If you do that and give it a 
little more time, I think you will en- 
joy your work with Mr. Cannes as 
much as you did your work with 
Mr. Barnes.” 

You may be sure that Miss 
Gaines talked with Mr. Cannes, but 
in such a way that she did not be- 
tray Emily’s confidence. She did not 
want the company to lose Emily. 
On the other hand, she didn’t want 
the girl to be so unhappy that she 
made herself ill. As she told Emily, 
“No job is worth that.” 


WE ARE HAPPY TO SAY that Emily 
did take a different attitude toward 
her job. But it took a little longer 
than a month to achieve the sense 
of satisfaction that Miss Gaines 
hoped she'd find. 

There is usually someone like 
Miss Gaines in every firm who is 
ready and willing to give you help 
and advice. Don’t fail to ask for 
help with your problems. 
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to Virginia many outside responsibilities. After her 
9:30 arrival at the office, Virginia’s line of duty may 
keep her busy at the typewriter or it is just as likely 
to take her shopping on Fifth Avenue, antique-hunting 
in Westchester, attending a schedule conference in 
Rockefeller Plaza, or picking up a costume at the 
Metropolitan Opera House. 

“The costumes are so much fun,” Virginia says. “For 
each one I have a card that includes every item—from 
stockings to fan. I keep records on all thirty of them 
and haul every costume to the cleaners once a year. 
The twenty-foot veil of the Lakme ensemble is the 
biggest problem, but it gets folded into a trunk like the 
rest. Just takes longer.” 

Virginia also travels with Miss Pons for East Coast 
performances. She will never forget the day her boss 
sang at the Inaugural Ball for President Eisenhower. 
During the afternoon ceremonies, she and Miss Pons 
sat together on the presidential platform. She danced 
at the ball and was delighted, days later, to find her- 
self in a Life magazine group picture. 


VIRGINIA LIKES TO TELL about her first day in Philadel- 
phia. In the bedroom of the hotel suite they were 
sharing, Miss Pons was resting before her evening per- 
formance. Two New York photographers appeared in 
the living room and informed Virginia that they must 
have a photograph of Miss Pons with her pet parrot 
to run in their newspaper the next day. 

As Miss Pons’ parrot was at home in New York, Vir- 
ginia had to find a substitute. Vigilant of her boss’s re- 
laxation, she told the photographers not to move from 
their chairs and then began a tour of Philadelphia pet 
shops. 

Not a parrot was available; and, since Virginia was 
a stranger in town, her search was doubly difficult. 
Finally, after a series of taxi rides and phone calls, she 
located a doctor who was willing to lend his pet parrot 
for the photograph. 

“It was a monster of a bird,” she recounts, “over 
two feet long—about three times the size of Miss Pons’ 
Polly. The doctor brought him in on an iron chain, 
and he glowered at everyone. We set up the cameras 
in the living room and, when the lights were ready, 
I told Miss Pons what was happening. She laughed and 
came out of her room, not saying a word. The parrot 
changed completely as soon as he saw her. She gave 
him some sugar, and he cheerfully perched on her 
shoulder in a classic parrot pose. The cameras snapped, 
Miss Pons returned to her room smiling, and the pic- 
ture ran as scheduled. My boss held back all comment 
till a day after her performance. But she actually was 
quite amused at the whole thing—particularly the ac- 
count of my hectic parrot-hunting experiences.” 

It must be said that during the periods between 
performances, Lily Pons is anything but quiet. In her 
piquant French accents, she constantly chats with 
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KNOWS THE SCORE 


(from page i3) 





Virginia about music and clothes and Virginia's dates. 
Says Virginia: “Miss Pons understands people so well 
that I’ve grown to depend on her advice where men 
are concerned. She meets most of my dates and is 
really a big help in my romance department.” 

These boss-secretary discussions often continue over 
week ends in the Pons-Kostelanetz country home in 
Connecticut, where talk is interrupted only by tennis 
or gardening. Virginia’s special beaus are sometimes 
asked to go along with them, to be placed under close 
Pons surveillance. 

“My only problem is that I must be careful which 
clothes I take along. Miss Pons and I prefer tight- 
waisted, wide-skirted clothes. I design and sew my 
own things, and once in a while a blouse or duster 
catches Miss Pons’ fancy. Either I make her a duplicate 
or give her mine.” 





Even Miss Pons’ pet parrot has a place in Virginia’s work- 
ing day. Polly's early morning chattering subsides only when 


Virginia stops in to say good morning. 


Virginia laughs, “Of course, this is much better than 

it sounds, because Miss Pons always replaces every- 
thing I give her. In fact, I think she’s way ahead of 
me. The day after I gave her my little pink duster, 
she turned up in my office with a gorgeous negligée 
she'd bought for me at Bergdorf-Goodman’s. Since our 
tastes are similar, she chooses exactly what I'd buy 
myself—if I could afford it!” 
ONE OF VIRGINIA'S MOST CHERISHED MOMENTS Came 
when her boss was preparing for a television guest ap- 
pearance. The script called for Miss Pons to dance a 
can-can with Imogene Coca. Learning the routine, 
Miss Pons rehearsed at home with Virginia taking Miss 
Coca’s part. At the end of a rather breathless dance 
session, Lily Pons turned to her secretary and said, 
“Virgeenia, you are like a seestair to me.” 

“Things like that,” says Virginia, “make life with 
Lily Pons a dream of a job.” 
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UNACCUSTOMED AS YOU ARE: 


(Continued from page 23) 





courage her. Mr. Jenkins was only a department head, 
but he frequently had to make talks at company meet- 
ings. He had taken night courses in public speaking 
so that he could improve his technique. Furthermore, 
he liked to see his secretaries get ahead. 

“Gail,” he said, “you may not know it, but you 
have already licked the first and hardest requirement 
for making a good talk. The first requirement is that 
the speaker not only know his subject well, but that 
he be interested in it. Enthusiastic, if possible. If the 
speaker is genuinely interested in his subject, you can 
bet the audience will be. 

“Now, you have two advantages. This is your idea, 
and you're enthusiastic about it. Right?” 

“Right.” Gail agreed, but she wasn’t too sure where 
her agreement was leading her. 

“All right. The second requirement is to know your 
material. No one should ever try to memorize a speech. 
If you know your material thoroughly, all you will 
need are a few notes to guide you—just brief clues 
to make sure you cover all the main points. You know 
your idea thoroughly, I’m sure of that. Right?” 

“Right,” Gail agreed. Here she felt on safer ground. 


“Now,” Mr. JENKINS CONTINUED, giving forth much 
more confidence than Gail thought she herself could 
ever feel, “you’ve got the two most difficult parts out 
of the way. The rest is easy. All you have to do is ex- 
plain your idea to the managers just the way you ex- 
plained it to me when you first told me about it.” 

“But, Mr. Jenkins, I don’t believe anyone will be 
able to hear me above all that banging.” 

“Banging? What banging?” 

“My knees,” said Gail simply. 

Mr. Jenkins leaned back in his chair and smiled. He 
had a pleasant smile, and Gail couldn’t help returning 
it, although rather feebly. In fact, Gail couldn’t help 
feeling that her boss’ confidence in her was catching— 
at least a little bit. 

“You can do it, Gail. Don’t let your boss down. All 
you need is a little confidence in yourself. When you 
go to the meeting, don’t think of those faces in front 
of you. Concentrate on your idea and pick out one 
person in the back of the room and pretend you are 
talking to him. Take a few good deep breaths just be- 
fore you get up to speak and when you feel yourself 
growing nervous. Deep breathing relaxes you, and 
your voice comes out smoothly and calmly. Talk in 
your regular, everyday manner. Get yourself going 
enthusiastically about your idea. Have your main 
points listed on a small card that you can refer to, and 
just explain each point in order. And the last rule is the 
easiest—when youre finished, sit down.” 

“You make it sound easy, Mr. Jenkins.” 

“It is easy. The only reason you're afraid is that 
you've never done anything like this before. People 
are always frightened at something new. Before you 
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present your talk, I'd like you to give it to some of the 
file girls and secretaries in our department.” 

“Oh, no, Mr. Jenkins, you don’t have to do that.” 

“Well, I think they should know about your system. 
Maybe they'll have some helpful suggestions for you.” 

So, thanks to Mr. Jenkins, Gail had a chance to ex- 
plain her new interoffice filing system twice. The first 
time it was easy. She felt relaxed because she was talk- 
ing to people she knew. When it came to the real 
thing, Gail just tried to give a repeat performance. 
There was, of course, one awful moment when she 
was introduced. She felt that horrible sinking feeling. 
But she remembered to take a few deep breaths. And 
after she got started, she was fine. Gail came away 
from the meeting feeling that the managers were grand 
and that they really liked her idea. 


YoU NEVER CAN TELL when the spotlight will fall on 
you. Like Gail, you might find that it is an important 
part of your job. At any time you might be asked to 
make a short speech before a class or a club, or to 
read the minutes of a meeting at one of your boss's 
business conferences. When you're the center of at- 
tention and must give a talk of your own, don’t be 
afraid to go to your boss or someone else for help. 
Just discussing your problem will help give you con- 
fidence, which is perhaps the key to relaxed speech 
making. You can get up before any audience and do a 
good job if you have confidence in your own ability 
and if you follow these simple, common-sense’ rules: 

1. Talk only about points you feel are important— 
that you are interested in and are sure your listeners 
are interested in. 

2. Know your material thoroughly. Don’t memorize. 
Use only a few notes to guide you. 

3. Just before you rise to speak, or when you feel 
yourself growing tense, take a few slow, deep breaths. 

4. Don't be afraid to smile and be friendly. Some- 
times unforeseen things happen that divert the atten- 
tion of the audience or that make them laugh. If a fly 
starts dive-bombing you, you may as well laugh, too. 

5. If possible, try giving your talk first to some 
of your long-suffering friends or relatives. Ask for 
their opinions or advice. 

6. Don’t think about the audience. Talk to them 
as though they were your friends (the long-suffering 
ones). Some speakers like to single out someone in 
the back and imagine they are talking just to him. 

7. Don’t defeat yourself. Don’t be apologetic. No- 
body likes a speech that starts out, “I’m not really 
qualified to speak on this . . .” or, “I know you may not 
be interested in this, but . . .” Appear confident. Believe 
in yourself. 

Will the spotlight be turning on you soon? We 
hope so. Not because we want you to suffer the trials 
of being before an audience, but because it means 
recognition of your work and ability. Don’t spoil that 
recognition by failing to do the best job you can. 
The more unsure you feel, the harder you may need to 
work to overcome your fear, But—you can do it! 
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A CROSS-COUNTRY VACATION 


(Continued from page 15) 





you around the city just as well, and is much cheaper. 
Most cities sell maps at the station, which show the bus 
routes and main points of interest. It is worth taking 
ten or fifteen minutes to study one of these before set- 
ting forth. Nearly always, except in big cities where 
there isn’t time, the bus driver will be glad to give you 
a running commentary on the city’s sights, as you pass 
them. And regular sight-seeing bus tours in the larger 
cities provide an excellent means _ for the 
high points quickly and inexpensively. 

In Albuquerque, for a ten cent bus fare, we 
the University of New the 
and drove for five miles 
fascinating desert to a new town which, 


viewing 


Saw 


Mexico, whole city of 


Albuquerque, through 
as a result of 
the atomic work going on there, was being built at the 
rate of a new house a day 


you will go to the 


! Of course, in San Francisco 
Top-of-the-Mark and will see all of 
San Francisco—bay, mountains, Golden Gate Bridge, 
and Pacific Ocean—in one glorious sweep. And in New 
York you will surely go to the top of the Empire State 
Building and look beyond the Statue of Liberty to the 
ocean vessels heading for Europe 
into New Jersey, and down into the canyons below 
that are New York itself. Other cities have their 
high points, and these are often a good place to start 
a sight-seeing trip. You will find it makes your visit 
far more interesting if you get your bearings and the 
lay of the land at the start. 


Another good wavy to begin a quick sight-seeing trip 


; you will see across 


, too, 


is to buy the local newspaper and note what is going 


on. There may be a rodeo in a nearby town that you 


would have missed otherwise; perhaps a special event 


has been scheduled where you could see the local 


people to good advantage—an auction in New Eng- 
Many of 
the art museums in the larger cities hold special ex- 
hibits during the summer Outdoor 
and summer theatres are also scheduled in various areas 
throughout the attract 

America belongs to all of us, 
dred 


land, or a barbecue on a Western dude ranch. 


months. concerts 


country to visiting tourists. 
yet not one in a hun- 
Find 
a friend with whom you would like to travel, then get 
out the piggy bank. Lay aside $5 a week, 
extra here and there, and salt it away. That is the most 
difficult part of all. Don’t let it slide away, 
sciously put it aside, dollar by dollar. 
is time for 


us has seen more than a corner of it 


earn a bit 


y, but con- 
Then, when it 
you will not be caught un- 
already 
merely because you have no plans. 


your holiday, 


aware and return to some familiar place 

‘Your dream of a cross-country vacation can become 
a reality. It makes no difference whether start 
in California and come East to feel the exciting pace 
of New York City and taste the green neatness of New 
England, or whether you start in the East and head 
for the rugged majestic openness of the West. If you 
begin planning for y 


you 


your trip now, any one of you can 


have a rich and new vacation experience! 


1955 
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The Misfiling Nightmare 


An average misfile can cost a week's pay! 


O PUT A PRICE on the cost of an average mistake 
T in filing is a difficult assignment, but after long in- 
vestigation, Industrial Psychology, Inc., has come up 
with a figure that is not only startling, but almost 
frightening—$61.23. 

For the past seven years, Industrial Psychology, Inc., 
has been making a study of personnel costs and has 
queried different organizations on the cost of incorrect 
filing. The price they arrived at is an average obtained 
from estimates made by insurance, banking, savings 
and loan, manufacturing, sales, mail-order concerns, 
and department stores. 

Company supervisors listed several types of costs 
involved in a filing error. One concerned the discovery 
that the item was not in its proper place. At this point, 
executive time is wasted in waiting for the paper, as 
well as clerical time (or secretarial time) in the initial 
search; and any contingent operations are indefinitely 
delayed. 

The next cost involves the search for the item. This 
includes the time of the person who originally mis- 
filed the item, the disturbances of her regular duties, 
her interruption of other personnel to ask their advice, 
and (if the company has a central filing department ) 
the assistance of the filing department's supervisor in 
the hunt. 

If the misfile is located, the loss involved may not 
be too great; but, if the item cannot be found. as was 
reported in more than 50 per cent of the misfile cases, 
there are other cost factors involved. (1) The file must 
be duplicated; (2) Activities must be held up until 
the duplicate arrives; (3) Information that cannot be 
duplicated without reinterview (such as personnel ) 
may be completely lost; (4) A customer, supplier, or 
other group may be annoyed when requested to give 
duplicate information; (5) The billing of a customer 
may be overlooked (e.g., the misfile of a sales slip ); (6) 
Inventory control may be affected (e.g., a duplication 
of inventory or a shortage in inventory); (7) An in- 
correct monthly statement may be issued. 

A number of costs are intangible, such as the loss 
of customer good will; but they are still important 
cost factors in business. 

After reading these explanations, does the figure 
$61.23 become more reasonable to you? It does to us. 
But along with our new understanding comes the 
pertinent question: What is the cause of misfiling? The 
only answer seems to be poor quality filing perform- 
ance—whether resulting from lack of interest or lack of 
knowledge. Perhaps once everyone is informed of the 
high cost of a misfile, we'll be more careful in doing 
filing: And we'll be money ahead by eliminating costly 
and unnecessary business losses. 





If your circle of friends includes a young lady soon to 
graduate from high school, business school or college— 
and if she is planning a secretarial career—be sure to 
express your best wishes by giving her a gift that will 
entertain and at the same time increase her basic knowledge 
of Business Law—present her with a copy of WHAT 
EVERY GOOD SECRETARY SHOULD KNOW ABOUT 
LAW by Howard P. Reuter, Attorney at Law. 

The secretary of today is expected to know much more 
than just how to take and transcribe dictation. To be an 
executive's real “girl Friday” she should know the basic 
principles of Contracts, Corporations, Wills, Partnerships 
and Real Estate. All of these subjects and more are 
included in this book, so chock full of information—yet 
written in a light-hearted manner certain to beguile the 
sweetest girl graduate—and the full-fledged secretary 
as well! 


CLIP THIS COUPON NOW! 





Reuter & Bragdon, Inc. 
One Gateway Center 
Pittsburgh 22, Pa. 


Please send me copies of SECRETARY LAW by 


Howard P. Reuter @ $2.75 per copy, postage prepaid 
Payment enclosed in the amount of $ 


NAME 
ADDRESS 


CITY ZONE STATE 


(Add 3c per copy if you live in Pennsylvania, to cover 
Pennsylvania State Sales Tax.) 
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Try This BRAND-NEW 
Waldon Roles Enanon 






ON WRITING OF ALL 
BALL POINT PENS AND PENCILS 


New Weldon Roberts Eraser No. 38 BALL 
POINT is especially manufactured to fill 
the rapidly-rising need for erasing ball 
point writing which has increased so tre- 


mendously in business. 


Made by the world’s foremost eraser ex- 
perts, of specially-textured rubber for clean 
erasures of all ball point ink and ball point 
lead. Attractively green-colored. Handy 
elliptical shape. 

Ask your otlice manager or dealer for it— 
Weldon Roberts No. 38 BALL 
POINT. 


Eraser 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N.J. 


World’s Foremost Eraser Specialists 








MATERIAL 


FOR 





OGA TESTS 





$<, 


All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 


and assure accuracy in making out certificates. June copy is good as membership tests for OAT 


CT, and OGA awards until September 20, 1955. See typing tests on pages 40 and 42. 








with 










no more clumsy 
= rubber fingers 
or 

messy sponges 


Easy to apply, SortT- 
KWIK Creates a grease- 
less, stainless, tacky 
film permitting han- 
dling more papers 
much faster. 


opply between 
fingers and thumb.. 
a 


\ 


rub in to create 


tacky film .. 


sort, collate, 


ae 
ee 


Widely used by banks, insurance companies 
and businesses throughout the country. 


Only 50c each or $6.00 a dozen. 


Order a supply from your stationer 
TODAY! Or send for one full-size 
trial container on your 

business letterhead. 






LEE PRODUCTS CO. 


2738 Lyndale Ave. $ Minneapolis, Minn 





Junior OGA Test 
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OGA Membership Test 


INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns. on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
‘bership Test is ollered for those who feel 


your 
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that they have developed a good practical 
style of penmanship that will assure ac 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as te 
proper curve, slant, and joining; and 
(3) the correctness of proportions maim 
tained throughout the specimen sub 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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CONTEST REPORT 


(Continued from page 39) 








Georgia 
Elberton Vocational School, 
Elberton Muarjorene 


Vauldin, teacher 


Illinois 
St Mary of Perpetual 
Help High School, Chi 
cago; ST WV. Clemen- 
fi teacher 
High School, Plano; Win- 
ifred Drinhaus, teacher 
lowa 
Immaculate Conception 
Academy, Davenport; 
Sister Vary Petrus, 
teachel 


Kansas 





High School, Abilene; 
Mabel 1. Pinson « 
e! 

Community High S« l 
Norton Emm Nmie, 
teacher 

Kentucky 

Bethlehem Acadet 
Bardstown Mrs Je 
xeph B. Zehnder, J 

Maine 

Hig School, Old Town 
S. W, Emmett, teacher 

Bris gh School, Pem- 
au Raymond Rol 
li teachet 
Massachusetts 

St. Joseph School, Boston; 
S Mary of St. Eileen 
eache 

St. Mary High School, 
Milford; Naney Quint 
teacher 

Michigan 

Hig School Calu 
Joseph Gres h, teach 

( ri High School, ¢ 

gar Ss UV ( 
tt eachet 

S Cyri iH Ss 
Detroi Ss | ae 

eacher 

I ! se Grand 


Minnesota 
Technical High School, 
st loud \ i 
tlmeter, teache 
St. Felix. High Scho 
Wabasha; Sr. M. M 
eft teacher 
Montana 
High School, Ed 
Frances M Riahre 
teacher! 

Nebraska 
High School, Seward; 
Shirley L.| Ande 

teacher 


New Hampshire 


Pinkerton Academy, Derry 


Village; Donald H. Pe- 
terson, teacher 
Hillsboro-Deering Co-o} 
erative School, Hills 
boro Maru ¢ Aen 


nedy, teacher 
Thayer High School, Win 
chester; Florence Flint, 


New Jersey 

Blessed Sacrament Con 
mercial School New 
ark Sr Mary ila 
coque, teacher 

St Peter's Commercial 
High School, Newark; 
Sv. Margaret Concepta, 
teacher 

High School, Riverside 
Mrs. Ellen 8 Martin, 
teacher 

St. Mary’s High School, 
Rutherford: Sy Mau 
‘ inne, teacher 


New Mexico 
Cathedral High School, 


Gallup; Sr M. Hono 
riana, teacher 


New York 
High School, Au Sable 
orks: Cienevieve 


Carey, teacher 

Joseph's Commercial 
High School, Brooklyn 
Nr Muriel Perpetua 
teacher 


St 


Free Academy, Corning; 
Marie C Gantert, 
teachet 

Central Hig! School, 
Guilderland Center ; 
Mrs. Dorothy E. Bruno, 
teacher 

Central School, Long 
Lake ilice C. Goewey, 
teacher 

High School, Newark; 
Mrs Zauda Pitcher, 
teacher 

St. Anthony's Commercial 
School, New York; Sis- 
ters Mary Emily and 
Bernadette, teachers 


St Columba’s School 
Schenectady Sr inn 
Wilma, teacher 


Blessed Sacrament Acad 
emy, Yonkers; Sr. Mary 
Veronica, teacher 


North Carolina 


High School, Clinton; 
Jean Douglas, teacher 
High School, Gastonia; 


Mrs. Mary ¢ Phillips, 
teacher 

Moss Hill School, Kins 
ton Mrs. Ada \ Wat- 


son, teacher 

Foard High School, New 
ton Mis Dexssie Pp 
Netre and Mrs. Mar- 
garet € Wampler, 
teachers 


North Dakota 


Walsh County Agricultural 
School "ar River; 
Gayle Sobolik, teacher 


Ohio 


Jackson-Miltor High 
School, North Jackson; 
Mrs. Edna M. Goodwin, 
teacher 

High Schoo Salineville; 
S. BR. Davis, teacher 

High School, Shreve Mrs 

xs, teacher 

High School, Winchester; 


Ti Wiln Swearin- 
gen, teacher 
Oklahoma 
Hig! School, Beaver; 
Vrs. H. W. Huguley, 
teacher 


Oregon 


Union High School, Day 
ton; Mrs, Patricia Flit 
croft, teacher 

Crook County High School, 
Prineville Margaret 
Vartens, teacher 

Sacred Heart 


Academy, 
Vl 


Eran 





Pennsylvania 
Montgomery Township 
High School, Arcadia; 
Ure Dorothy Rairigh, 
High School, Howard; 
Eula E. Zong, teacher 
Joint High School, Marion 


Center Mrs Miriam 
Ross, teacher 
Salisbury-Elk Lick Joint 
Schools, Salisbury; 
Mrs. Jane Hillegas, 
teachet! 


Puerto Rico 


City College, Mayaguez; 
Mrs ida B James, 


n,n 
rennessee 
Central High School, Mill 

ington; Catherine Smit, 


Texas 

High School, Vernon; 
Mrs. Faye Clark, teach- 
eT 

High School, West Mrs. 
Juanita Burd, teacher 

High School, White Deer; 
Marie Carreker, teacher 


Virginia 
High School, Chatham 
inn Gray Bell, teacher 


West Virginia 
High School, Harpers 
"erry; Margaret 
Gracey, teacher 
High School, Ripley; Mrs 
Betty F. Buck, teacher 
High School, Widen; Mrs 
June E. Ford, teacher 


Wisconsin 


High School, Genoa City; 
Mrs. Eleanor J. Walk 
er, teacher 





OFFICE 
SHOPPING 





Eagle Shorthandy No. 301 is a unique 
pencil for secretaries, inspired by a secre- 


tary’s suggestion. It 


sharpens at both 


ends and has a two-inch red lead at one 
end for flagging corrections, etc., and a 


five-inch black lead for taking notes. 


ultrasmooth lead is slightly 


The 


firmer than 


No. 2 lead, holds point well. Packed 6 to 
a box, each pencil approximately 6 cents. 
At most stationery stores, or write Eagle 
Pencil Company, Dept. TS-6, 703 East 13 


Street, New York 9. 





Plastic 


Polycar 


Typewriter 


Ribbons 


promise sharper, clearer impressions and 
the ribbon itself is said to be cleaner— 
impressions are practically smudge-proof. 
It is stronger, almost unbreakable in use; 
and longer, because it provides over \s 


more ribbon on same size roll. 


Made of 


acetate film for use on all machines with 
carbon-ribbon attachments. For name of 
nearest dealer, samples, and _ literature, 


write Rochester Ribbon & Carbon 
Inc., 20 Greenleaf Street, Box 
Rochester 3, New York. 





tm. 


1212, 


ee oe 


X-acto Knives are now being used in 
many offices to correct masters used for 


spirit duplicators. In fact, Ditto, 


Inc., 


tested the knives and now recommends 
them for this purpose. Specifically recom- 
mended are three of the X-acto Knives: 
The No. 1 aluminum handle with blade, 


the No. 2 (shown here ) 


, and the No. 3 


penknife. At most stationers’, art supply, 
hardware, and handcraft stores. Or write 
X-acto, Inc., 48-41 Van Dam Street, Long 


Island City 1, New York. 


Weldon Roberts Ball-Point 


Eraser 


No. 38 is a new product especially de- 
signed to erase ball-point ink and lead 
cleanly. It has an elliptical shape and is 
an attractive green color. Available now, 
or soon, through stationers, art supply 
stores, and office suppliers, or write Wel- 
don Roberts Rubber Co., 365 Sixth Ave- 


nue, Newark 7, New Jersey. 
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MAKE YOUR WORK 


EASIER 


and 


BETTER 


Why waste 
time (that’s 
money!) looking for papers 
that should be at your fin- 
gertips? And can be!—if 
you use ACCObind Folders 
or ACCOpress Binders for 
filing your correspondence, 
invoices, reports and other 
papers. You'll get more done, 
easier, better, cheaper and 
have a real “‘file and 
find” system with 
Accobinding. Ask 
your stationer. 


ACCO PRODUCTS, INC. 


OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 





types her best 
using 


the 


OPY HOLDER 





@ all-Metal—one piece 
@ “sight level” convenience 
@ holds postcard to phone book without tipping 
Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
94" high, 5” base. So low in cost every typist 
in your office should have one. 
ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 





720 S. Dearborn Street © Chicago 5, Illinois 
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(Continued from page 26) 


Pencil of the year : Finally it happened. Ae 


wites far Smoother 
asts far longer 


SEMI-HEX [) 


with NEW 
LANOLIZED LEAD 


Secretaries will marvel at these easier, 
smoother writing Semi-Hex pencils with 
new LANOLIZED LEAD. Easier to get 
work done — whether shorthand or gen- 
eral office work. 

Because it writes smoother, Semi-Hex with 
new LANOLIZED LEAD lasts longer. Our 
Carbo-Weld process makes its points break- 


resistant! 4 
on it an tte Fs 










- SEMI-HEX 
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7 
) 





5 snanes wee 
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\ 








Get these benefits at no extra cost... 
a money-back guarantee. Get your supply = 
of Semi-Hex with LANOLIZED LEAD... Pa SF 3 , 
today! At leading stationers. KS eo 2 - or 
a » © 
J ee 





Write us, Dept. S., for a free trial pencil, } 
naming your favorite degree. “9 ? 7 
5 Degrees: 1-2-22/4-3-4 Oe hei 


GENERAL PENCIL COMPANY | 
Ce a ee ae ee 


Jersey City 6, New Jersey 


: — in the , » Yad 7 anager ail ‘ 
University of Denver || ~~ zy. 


l-yr., 2-yr. and 4-yr. re er ee Foner tt 
1¥ 35 


SECRETARIAL PROGRAMS 


Designed to prepare you for secretarial posi- 
tions at administrative and executive levels. 
By completing the four-year program leading 
to the B.S.B.A. degree, you can also become 
certified to teach business subjects in high 
school and college. 

For catalogue and other information, write: 








DR. EARL G. NICKS, Chairman, Dept. of Business Education 
Room E-306, Business Administration Building 
University of Denver, Denver 2, Colorado 




















“f7 
Mass Secrelary: Clip this, place it on your Boss's desk! 





EFFICIENCY-BOOSTING 
FILE-A-SIST 





Work-saving File-A-Sist makes every filing job 
faster and easier. Hooks on any file drawer—left or right side. Holds 


letter and legal size papers. Green or gray finish. 
For Limited 30 Doy FREE Triol Offer, clip 


ad, attach to letterhead and send to 


* 2222 WEST CLYBOURN ST. 
MILWAUKEE 3, WISCONSIN 
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THE CPS AND THE MAIL BOY 


(Continued from page 41) 
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I have good reason to “love’’ my boss —he 
bought me a Pres-to-line Copyholder. Sure, 
I had to sell him on the idea, but it was easy 
to do. 


Just a few words on how Pres-to-line could 
cut down on my typing fatigue and increase 
my efficiency got him interested right away. 
Then I clinched the sale by telling him 
about the time-and-money-saving advan- 
tages of Pres-to-line... And of course, 
I told him how it would make my disposi- 
tion sweeter, too! 


Well, it worked. I got my Pres-to-line. I’m 
a pretty happy girl, believe me, thanks to 
Pres-to-line and my boss. And my boss 
thanks me for telling him about this won- 
derfully modern way of increasing office 
efficiency. 


Do what I did, girls. Write for a catalogue 
and the name of your nearest Pres-to-line 
Distributor, and then—sell your boss. 


Pres7odine 


CORP. OF AMERICA 
2339 Cotner Ave. * Los Angeles 64, California 
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TEACHABLE, Caretully 
integrated BASIC TEXT 


A new presentation, in color, that condenses 
the bases of all filing into twenty simplified 
rules ... easily understood, easily retained. 


Complete cycle of filing activities, from in- 
dexing to transferring, presented early in 
the text ... what an advantage for short- 
course teaching! 


Demonstration-centered illustrations .. . 
emphasis on activity, not on equipment... 
more than 100 illustrations in this 160-page 
text. 


Equal emphasis -on filing in small offices 
and in large, centralized departments. 


Progressive Filing, Sixth Edition . . . so 


brief, so clear, so simply stated... that it is 
virtually self-teaching! 


EASY-TO-USE 

WORKBOOK EXERCISES 

A short course in itself... alphabetic filing 
rules are stated right in this supplementary 
workbook for convenient use in doing the 
correlated exercises. 

Miniature forms provided for putting the 
filing rules into effect. 


COMPLETE TEACHER'S 
MANUAL AND KEY 

A guide to all kinds of filing programs. 
Solutions to all exercises and helpful teach- 
ing suggestions based on classroom experi- 


ence in the teaching of filing .. . high school 
and college. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


Serving Business Education Through Publishing 


RE-USABLE 
PRACTICE MATERIALS 


No gummed labels to stick on tabs ... no 
mutilation of guides and folders... no 
waste! Your bargain buy in quality filing. 


Basic Set- 
Complete, ready-to-use practice units in 
I Alphabetic Card Filing 
2 Variadex Alphabetic Correspondence 
Filing IN FIVE 
AUTHENTIC COLORS 
3 Numeric Filing 


Advanced Set— 

Complete, ready-to-use practice units in 
4 Subject Filing 
5 Geographic Filing 


Exercises in 
6 Triple-Check Automatic Filing 
7 Decimal Subject Filing 
8 Soundex Filing 


Miniature Letters— 


Seventy-five of them... realistic ... ex- 
pertly and authoritatively prepared to sim- 
plify teaching and learning. Collated for 
instant checking. 


Practice Instruction Manual— 


Straight-speaking student booklet of in- 
structions for doing practice units and ex- 
ercises ... simply written ... complete... 
explicit, 


New York 36, 330 W. 42d St. 

Chicago 30, 4655 Chase Ave., Lincolnwood 
San Francisco 4, 68 Post St 

Dallas 2, 501 Elm St. 

Toronto 4, 253 Spadina Rd. 

London E. C. 4, 95 Farringdon St 











Do you know-— 


ee Oe. 







how to select 
the correct 
typewriter 
ribbons? | 


You'll know how to select the correct 
typewriter ribbon for your own speeial 
work and get the very best results 
when you know the answers to 


a few questions ... 


What degree of inking should you use 2 
What ribbon is best for your touch? 
What ribbon is best for a hard 
platen, for a soft platen? What 
ribbon is best for elite type, for pica 


type, for an electric typewriter? 


You'll find the answers to these questions 

in Carter's free booklet “How to be an Expert 

on Carbons and Ribbons’. It's a simple, five 

minute course on how to choose the correct carbons 
and ribbons. Read it and you'll find you'll 

get better typing results. 


THE CARTER’S INK COMPANY, DEPT. K-6 
Cambridge 42, Boston, Massachusetts 


To send for Carter's free booklet, 


just mail the coupon today. | 


Please send me your free booklet. 


My name is 





| 

| 

| | 
| LEARN HOW TO SELECT — 
| THE CORRECT RIBBON... How oe 
| 

| 

| 

| 


1 work at an Expert 


MAIL THIS COUPON FOR rs 
YOUR FREE COPY OF Pes 
“HOW TO BE AN EXPERT 
ON CARBONS AND RIBBONS” 





The address is__ ps a. 








in the great state of__ 
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‘be 
"| Cowaricas’ Fiat Lady of Lettow’ 


You’re cordially invited to visit the Remington Rand 
Booth at the Memorial Auditorium, Chattanooga, Tenn. 


National Secretaries Association— 
Tenth Annual National Convention 
—July 21 to 24 


§ 











Ladies, here’s a wonderful 
opportunity to receive a beautiful 
new Remington Duchess Lady 
Shaver—absolutely free! This dazzling 
beauty, available in either of two 
elegant colors, pink or blue, retails 
everywhere at $21.50. Packaged in a 
smart, jewel-box gift case, it’s truly 

a thrilling new personal companion 
for all your shaving needs. And 
eligibility is so simple! You need 
only use a typewriter in your office 
work, and try out free samples of 
Remington Rand Carbon Paper. Then, 
you merely give us a sincere 
appraisal of how you like the 
samples. It’s that easy! 


Fill out and 
mail this coupon right now 


ddd 


Remington Rand Inc., Room 1680 
315 Fourth Ave., New York 10, New York 


Yes, I use a typewriter in my office work, and I 
am very much interested in winning a Remington 
Lady Duchess Shaver. Please send details. 
NAME 
FIRM 


ADDRESS 





CITY 


— = STATE 












THESE ARE THE WINNING - 
SHORTHAND CLASSES 


Class A 
HIGH SCHOOL DIVISION 
First Prize 


Second Prize 
Class B 
HIGH SCHOOL DIVISION 


First Prize 


Second Prize 
Class A 
COLLEGIATE DIVISION 


First Prize 


Second Prize 
(tie) 
Class B 
COLLEGIATE DIVISION 


First Prize 


Second Prize 


School 


North Salem High School 


Buckhannon-Upshur High 
School, Tennerton Division 


John Carroll High School 


St. Joseph High School 


Spartanburg Junior College 


Keystone Junior College 


Woodbury College 


Emily Griffith 
Opportunity School 


Mary Dalton Frye 
Private Secretarial School 


City 


Salem, Ore. 


Buckhannon, W. Va. 


Birmingham, Ala. 


Lowell, Mass. 


Spartanburg, S. C. 


La Plume, Pa. 


Los Angeles, Calif. 


Denver, Colo. 


Abingdon, Va. 








Teacher 


Martha J. Pinson 


Mrs. Phyllis Baxa 


Sister M. Mildred, O.S.B. 


Sister Saint-Matthieu 


Mrs. Dorcas S. Waugh 


Anna Barbara Frederick 
Mr. Mack Landar 


Lois M. Mergelman 


Mary Dalton Frye 


PRIZE 


The contest judges have named these nine as the 
nation’s best shorthand classes. Congratulations on 
your proficiency in Gregg writing. 


A new contest to determine the best classes for 1955- 
1956 will be announced by Esterbrook this fall. Watch 
for the announcement in the Esterbrook advertisements 
in this magazine. Or write to the Gregg Contest Manager, 
care of The Esterbrook Pen Company, Camden 1, New 
Jersey, for complete details and entry blank. 


The Gregg-Approved Fountain Pen 
with the Instantly Renewable Point 








WINNING CLASSES . 


IN THE 1954-1955 


Gsterbrook 


NATIONAL GREGG 
SHORTHAND 
CONTEST 

















